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ANNUAL  REPORT 

OF  THE 

ADMINISTRATIVE  SERVICES  DEPARTMENT 

For  the  Year  Ending  December  31,  1969 


January  5,  1970. 
Hon.  Kevin  H.  White, 

Mayor  of  Boston. 
Dear  Mr.  Mayor: 

In  accordance  with  the  provisions  of  Chapter  3,  Sec- 
tion 25,  of  the  Revised  Ordinances  of  1961,  we  are  pleased 
to  submit  herewith  the  sixteenth  annual  report  of  the 
Administrative  Services  Department  for  the  year  com- 
mencing January  1,  1969,  and  ending  December  31,  1969. 

Under  the  provisions  of  Chapter  4,  Section  1,  of  the 
above-mentioned  Ordinances,  the  Administrative  Services 
Department  is  in  charge  of  a  Board,  known  as  the  Ad- 
ministrative Services  Board,  consisting  of  an  officer  known 
as  the  Director  of  Administrative  Services,  who  is  Chair- 
man of  said  Board;  an  officer  known  as  the  Deputy 
Director  for  Fiscal  Affairs ;  an  officer  known  as  the  Super- 
visor of  Personnel;  an  officer  known  as  the  Supervisor  of 
Budgets;  an  officer  known  as  the  Purchasing  Agent;  and 
the  Commissioner  of  Assessing,  the  City  Auditor,  and  the 
Collector-Treasurer,  ex  officiis. 

One  change  in  Board  membership  was  effected  under 
date  of  November   10  through  your  appointments  of 
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David  W.  Davis  as  the  Director  of  the  Office  of  Public 
Services  and  Richard  E.  Wall  as  the  new  Deputy  Di- 
rector for  Fiscal  Affairs.  Under  date  of  October  1,  our 
beloved  associate,  Henry  T.  Brennan,  the  Supervisor  of 
Budgets,  died  from  injuries  suffered  as  the  result  of  an 
accident,  and  this  position  remains  vacant  at  the  present 
time,  with  James  E.  Goldrick,  the  Assistant  Supervisor 
of  Budgets,  serving  as  Acting  Supervisor  of  Budgets,  such 
designation  being  made  by  the  Director  with  your  ap- 
proval. 

Ten  formal  meetings  of  the  Board  were  held  during 
the  year  either  in  the  Office  of  the  Director  or  the  Con- 
ference Room,  on  the  following  dates: 

January  23  August  14 

March  13  November  3 

April  10  December  11 

May  22  December  23 

July  24  December  31 

A  subcommittee  was  appointed  by  the  Chairman  on 
April  10  to  study  ways  and  means  of  improving  our  first- 
aid  facilities  in  City  Hall,  consisting  of  Duncan  T.  Foley, 
Supervisor  of  Personnel;  Kevin  P.  Feeley,  the  Purchasing 
Agent;  and  Lawrence  W.  Costello,  the  Executive  Secre- 
tary, who  conferred  with  the  Corporation  Counsel,  the 
Commissioner  of  Health  and  Hospitals,  the  Assistant 
Commissioner  of  Real  Property,  and  the  Workmen's 
Compensation  Agent  at  an  informal  meeting  held  under 
date  of  May  20  in  Room  606,  after  which  an  oral  report 
on  this  subcommittee's  recommendations  was  submitted 
at  the  Administrative  Services  Board  meeting  held  on 
May  22. 

Another  subcommittee  was  appointed  by  the  Chairman 
at  the  close  of  the  year  to  analyze  presentations  made  by 
five  consulting  firms  that  indicated  an  interest  in  guiding 
and  advising  us  in  future  EDP  operations.  This  sub- 
committee consisted  of  the  Director,  Edward  T.  Sullivan, 
Mr.  Richard  E.  Wall,  Mr.  Kevin  P.  Feeley,  and  Mr. 
Theodore  V.  Anzalone.  The  subcommittee  report  is  not 
scheduled  for  submission  until  the  latter  part  of  January 
and  is  being  prepared  by  the  Executive  Secretary  to  the 
Board  who  served  in  this  capacity  on  the  subcommittee 
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at  the  request  of  the  Director.  However,  a  consulting 
report  of  the  IBM  Corporation,  which  was  submitted 
prior  to  the  presentations  of  the  four  other  consulting 
firms,  is  contained  in  the  minutes  of  the  meeting  of  Decem- 
ber 23. 

Board  deliberations  and/or  actions  cover  a  variety  of 
administrative  subjects,  the  more  important  of  which  are 
listed  herewith: 

1.  The  renewal  of  contracts  with  the  IBM  Cor- 
poration for  the  leasing  of  equipment  with  J.  R.  Reilly 
&  Co.  for  EDP  consulting  services. 

2.  Progress  and  other  reports  relating  to  Data  Proc- 
essing Unit  operations  under  dates  of  May  22,  July  24, 
August  14,  November  13,  December  23,  and  Decem- 
ber 31. 

3.  Demonstrations  of  new  IBM  equipment,  includ- 
ing the  Selectric  typewriter  and  the  271  Dictating  Unit. 

4.  Employee  service  awards. 

5.  Employee  cash  suggestion  awards. 

6.  Inspection  and  review  of  the  Central  Reproduc- 
tion Agency  in  the  new  State  Office  Building  located  in 
Government  Center. 

7.  Civil  Service  laws  and  regulations. 

8.  Employee  safety  programs. 

9.  Payroll  processing  and  appropriation  accounting. 
10.     Review  and  study  of  our  duplicating  machine 

operations. 

In  reviewing  the  above  subjects  we  found  that  a  con- 
siderable amount  of  time  and  energy  were  devoted  to  data 
processing  operations  in  analyzing  and  evaluating  present 
and  past  performance  while  planning  for  future  appli- 
cations of  computerized  systems.  As  the  computerization 
of  various  municipal  functions  is  becoming  more  common 
throughout  the  country  and  is  developing  rapidly,  it  is 
essential  and  absolutely  necessary  for  any  forward-looking 
governmental  unit  to  seek  and  engage  the  services  of 
experts  in  this  fairly  new  and  all-important  field  to  guide 
and  direct  people  who  are  presently,  and  will  be,  in- 
volved in  EDP  operations.  This  guidance  and  advice 
is  not  only  necessary  in  the  areas  of  systems  and  pro- 
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cedures  but  in  the  type  and  brand  of  equipment  preferable 
for  an  efficient  and  first-class  service  to  governmental 
agencies  to  which  the  overall  system  may  apply. 

To  the  present  time,  we  have  witnessed  definite  accom- 
plishments in  water  and  sewer  billings,  appropriation 
accounting,  police  and  voter  listings,  statistical  reporting 
for  the  Office  of  Public  Services,  housing  code  violations, 
payroll  procedures,  Retirement  Board  accounting,  park- 
ing violations,  and  many  other  operations  upon  which 
definite  progress  has  been  made  during  the  past  year  but 
which  have  not  been  perfected  to  our  satisfaction.  Present 
and  future  staffing  of  the  Data  Processing  Unit  has  been 
given  careful  and  thorough  consideration  by  consultants, 
the  Director,  and  the  Board,  with  studies  continuing  as 
of  this  date.  To  acquire  the  calibre  of  individuals  desired 
to  conduct  operations  on  an  efficient  basis  has  been  a 
difficult  and  slow  procedure,  as  private  industry,  in  many 
instances,  offers  higher  salaries  and  other  benefits  which 
the  city  is  endeavoring  to  meet,  more  especially  in  the 
programming  and  systems  analysis  fields. 

At  the  close  of  the  year  we  were  contemplating  enhanc- 
ing our  present  operations  by  converting  to  more  sophis- 
ticated equipment  in  accordance  with  a  recommendation 
of  IBM  consultants  who  spent  considerable  time  during 
the  summer  months  reviewing  and  analyzing  our  present 
functions,  upon  which  their  recommendations  for  future 
needs  were  based.  This  matter  should  be  resolved  within 
the  next  month  or  two,  after  which  time  an  earnest  effort 
will  be  made  to  move  to  more  advanced  procedures  that 
will  compare  favorably  with  any  similar  program  existing 
or  being  planned  in  local  governments  at  the  present  time. 
An  opportunity  will  be  afforded  to  our  members,  under 
date  of  January  19,  1970,  to  attend  a  briefing  and  demon- 
stration of  new  equipment  recommended  at  IBM  Head- 
quarters, 520  Boylston  Street,  where  some  of  the  basic 
concepts  being  considered  will  be  reviewed,  utilizing 
actual  records  procured  from  selective  city  departments, 
from  which,  it  is  hoped,  a  clearer  understanding  of  the 
next  phase  of  operations  will  be  garnered. 

Early  in  the  year  demonstrations  were  conducted  in 
our  Conference  Room  of  the  IBM  Selectric  typewriter 
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and  the  271  Dictating  Machine  Unit,  which  also  offered 
us  an  opportunity  to  keep  informed  as  to  the  latest  and 
most  modern  equipment  available  in  these  two  specific 
areas  of  office  management. 

At  several  of  our  1969  meetings  the  subject  of  "Em- 
ployee Service  Awards"  was  discussed  with  a  view  to 
deciding  upon  some  type  of  suitable  award  to  be  presented 
to  employees  having  lengthy  service.  So  many  good 
thoughts  and  ideas  were  projected,  including  both 
elaborate  and  modest  tokens  of  appreciation,  that  it  was 
extremely  difficult  to  arrive  at  a  conclusion  that  would 
receive  the  unanimous  approval  of  the  Board,  thereby 
resulting  in  the  matter  being  tabled  for  a  period  of  six 
months.  A  study  of  this  subject  was  conducted  by  the 
Executive  Secretary,  which  included  the  policies  of 
several  other  large  cities  throughout  the  country  which 
have  populations  similar  to  or  greater  than  the  City  of 
Boston.  The  results  of  this  study  were  submitted  orally 
to  Board  members  at  one  of  its  formal  meetings. 

"Employee  Cash  Suggestion  Awards"  also  received 
attention  and  consideration  at  several  of  our  1969  meet- 
ings after  a  study  and  recommendations  had  been  made 
by  Mr.  Bobert  T.  Kenney,  a  former  member  of  the  Board 
and  now  Director  of  the  Public  Facilities  Commission. 
Mr.  Kenney's  recommendations  incorporated  suggested 
procedures  for  carrying  out  the  program  and,  while  it 
was  the  consensus  that  the  idea  had  value  as  a  morale 
factor,  it  was  also  believed  that  the  program  would  fade 
into  oblivion  after  its  initial  inauguration.  The  matter 
was  tabled  indefinitely  for  the  reason  that  a  similar  pro- 
gram instituted  by  the  late  Mayor  John  B.  Hynes  in  1953 
met  with  little  or  no  success,  the  history  of  which  was 
directed  to  the  Board's  attention  by  the  Executive 
Secretary. 

With  a  view  to  a  possible  centralization  of  our  reproduc- 
tion operations,  the  Executive  Secretary,  at  the  instruc- 
tions of  the  Director,  visited  the  central  reproduction 
facility  at  the  New  State  Office  Building  and  reported, 
in  detail,  the  result  of  his  observations  and  recommenda- 
tions, excerpts  from  which  are  submitted  herewith: 
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"A  quick  glance  at  the  equipment  utilized  in  this 
agency  would  indicate  that  we  would  run  into  diffi- 
culties in  even  locating  space  in  City  Hall  for  such  an 
operation. 

"Twelve  people  are  involved  in  the  overall  operation, 
with  the  cost  of  supplies  and  equipment  for  1968 
amounting  to  $40,000,  which  includes  four  small  offset 
presses. 

"The  use  of  Dennison  Copiers  (2)  in  this  facility  is 
limited  to  ten  copies  at  any  one  time;  use  of  one  Xerox 
Copier  (2400  Series)  is  limited  to  twenty-five  copies 
at  any  one  time.  If  one  requires  more  than  ten  copies 
with  a  maximum  of  twenty-five,  he  uses  the  Xerox 
machine.  If  over  twenty -five  copies,  the  offset  presses 
are  utilized.  One-day  delivery  is  promised  for  any  job 
up  to  five  thousand  copies. 

"Supervision  and  control  appear  to  be  the  elements 
attributable  to  a  successful  operation.  Individuals 
utilizing  any  of  the  machines  are  required  to  fill  out 
a  form  when  visiting  this  facility  which  gives  the 
manager  an  opportunity  to  record  the  amount  of  work 
performed  on  each  machine. 

"A  Selectric  typewriter  unit  is  operated  by  one  girl 
and,  as  the  unit  has  not  been  in  operation  for  too  long 
a  period,  an  honest  evaluation  of  its  worth  and  produc- 
tion can  not  be  determined  at  the  moment. 

"You  probably  would  not  call  this  a  strictly  cen- 
tralized function,  for  the  reason  that  some  fifteen 
copying  machines  of  various  types  are  located  through- 
out the  building  in  various  departments. 

"From  reading  the  above,  you  can  readily  see  where 
we  would  be  required  to  review  the  following  factors 
prior  to  establishing  a  similar  facility,  such  as  space, 
staffing,  supervision  and  control. 

"The  following  questions  should  also  be  reviewed 
and  explored: 

1.  Volume  of  work  being  performed  by  copying 
machines  at  present  time  on  each  floor. 

2.  How  much  printing  presently  processed  at  our 
Printing  Plant  could  be  handled  by  offset  printing 
in  City  Hall. 
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3.  The  feasibility  of  centralizing  microfilming 
operations  (the  Auditor  and  City  Clerk  have  separate 
units  and,  to  our  knowledge,  are  the  only  agencies 
in  the  Hall  now  utilizing  this  system  to  a  large 
extent). 

4.  The  need  for  an  IBM  Selectric  typewriter 
system. 

5.  The  advantages  and  disadvantages  of  each 
operation  insofar  as  centralization  is  concerned  by 
considering  the  following  steps : 

a.  Centralization  of  copying  machines. 

b.  Installation  of  a  Selectric  typewriter  system. 

c.  Centralized  microfilming  operations. 

d.  An  offset  printing  operation  for  the  produc- 
tion of  pamphlets,  booklets,  annual  reports,  and 
other  city  documents  of  a  minute  book-type 
nature." 

In  addition  to  the  above,  which  was  incorporated 
herein  for  the  purpose  of  apprising  you  of  the  type  of 
facility  presently  utilized  by  a  larger  governmental  unit 
upon  which  comparisons  may  be  based,  if  and  when  it  is 
feasible  for  the  city  to  embark  on  a  similar  program,  an 
additional  study  was  conducted  by  the  Purchasing 
Agent  and  one  of  our  Administrative  Analysts  who  intend 
to  submit  further  recommendations  for  improving  re- 
production facilities  in  the  near  future. 

Various  discussions  and  deliberations  were  initiated 
by  the  Supervisor  of  Personnel  concerning  changes  in 
existing  rules,  regulations,  and  statutes  pertaining  to  the 
State  Civil  Service  Commission.  In  addition  to  conveying 
information  to  other  Board  members  that  would  not 
be  ordinarily  directed  to  their  attention,  profitable 
knowledge  was  gained  by  creating  an  incentive  to  ex- 
change ideas  concerning  present  Civil  Service  Law  and 
to  resurrect  new  concepts  of  what  the  city  should  be 
doing  to  improve  communications  and  dialogue  between 
and  among  the  State  Civil  Service  Commission,  depart- 
ment heads,  and  employees. 

The  desire  of  the  Board  and,  more  especially,  of  the 
Director,  to  improve  and  accelerate  our  Employee 
Safety  Programs  received  more  than  cursory  examination, 
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as  is  evidenced  by  the  report  submitted  by  Theodore  J. 
Hoppe,  our  In-Service  Training  Director,  whose  various 
programs  are  outlined  later  on  in  this  report. 

In  listing  under  Board  deliberations  the  subjects  of 
payroll  processing  and  appropriations  accounting,  we 
were  focusing  attention  on  two  of  the  most  important 
adjuncts  to  a  successful  and  efficient  EDP  operation. 
Past  discussions  have  resulted  in  the  following  definite 
goals  which  we  shall  endeavor  to  achieve  during  the 
current  year  in  these  two  specific  fields,  namely : 
Appropriation  Accounting 

a.  Implement  random  access  processing. 

b.  Improvability  to  process  work  on  a  daily  basis. 

c.  Automatic  payroll  account  updating. 

d.  Study  requirements  and  design  on-line  appropria- 
tion accounting  system. 

Payroll 

a.  Implement  random  access  processing. 

b.  Automatic  updating  of  appropriation  accounts. 

c.  Incorporating  personnel  information. 

d.  Evaluate  payroll  system  to  determine  procedural 
improvements. 

We  realize  that  these  are  ambitious  goals,  but  we  are 
nevertheless  hopeful,  with  the  assistance  of  consultants 
to  be  selected  in  the  near  future,  that  a  greater  portion 
of  our  targets  will  be  reached  before  the  end  of  the 
current  year. 

ADMINISTRATIVE  DIVISION 

In  addition  to  routine  directives  and  notices  issued  and 
distributed  throughout  city  and  county  departments,  the 
following  related  to  other  administrative  matters  requir- 
ing the  attention  and  cooperation  of  all  city  and  county 
officials  in  furthering  or  improving  municipal  procedures 
and  operations: 

1.  Procedures  in  requesting  permission  to  award 
contracts  without  advertising. 

2.  Procedures  for  handling  interdepartmental  mail. 

3.  Distribution  of  and  instructions  in  the  use  of 
In-Service  Training  Manuals. 
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4.  Information  concerning  the  courses  being  con- 
ducted by  the  Middle  Management  Institute  under  the 
auspices  of  the  United  States  Civil  Service  Commission. 

5.  Procedures  to  accelerate  payments  to  vendors  for 
goods  received  or  services  performed. 

6.  Property  management. 

7.  Announcement  of  new  first-aid  facility  in  City 
Hall. 

8.  Instructions  in  the  use  of  protective  wearing 
apparel  —  safety-type  shoes. 

9.  Processing  of  service  orders  and  purchase  req- 
uisitions. 

10.  Instructions    for    registering    municipal    motor 
vehicles. 

1 1 .  Information  concerning  retirement  at  age  seventy. 

As  you  are  aware  of  the  contents  of  the  above-listed 
directives,  comments  concerning  the  same  would  only 
be  a  duplication  of  effort  and  would  contribute  little 
or  nothing  to  the  intent  and  purpose  of  this  report. 
Records  Management  Program 

For  several  years  we  have  been  conducting  a  Records 
Management  Program  under  supervision  of  John  J. 
Scully,  Administrative  Analyst,  whose  efforts  in  this  field 
have  resulted  in  a  more  methodical  and  businesslike 
arrangement  of  official  city  records,  both  active  and  in- 
active, than  has  ever  been  evidenced  for  at  least  the  last 
quarter  of  a  century. 

Records  relocation  from  the  now  abandoned  Old  City 
Hall  building  on  School  Street  continued  during  the 
summer  months,  and  with  the  removal  of  records  of  the 
Election  Department  to  the  New  City  Hall  additional 
secure  records  storage  space  became  available  in  the 
basement  of  the  Annex  Building.  Inactive  and  historical 
records  of  the  Auditing  and  Treasury  Departments  were 
moved  to  this  storage  area,  which  provides  adequate 
storage  facilities  conveniently  located  near  the  New  City 
Hall. 

Utilization  of  the  basement  areas  of  the  Annex  Building 
on  a  permanent  basis  as  a  records  storage  area  for  the 
storage  of  inactive  records  of  many  city  departments  has 
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proven  very  practical,  inasmuch  as  records  storage  areas 
of  the  New  City  Hall  have  proven  to  be,  as  planned, 
adequate  for  the  accommodation  of  the  normal  records 
accumulations  since  the  New  City  Hall  was  opened, 
which  would  not  be  the  case  if  inactive  records  were  not 
accommodated  nearby. 

Additional  records  relocation  or  disposal  must  be  ac- 
complished before  the  Old  City  Hall  is  completely  cleared. 
Hopefully,  decisions  on  these  matters  will  be  forthcoming 
in  the  near  future,  and  the  final  clearance  of  these  records 
will  become  a  reality. 

When  this  has  been  achieved,  approximately  four 
hundred  tons  of  records  no  longer  administratively  neces- 
sary for  the  efficient  pursuit  of  city  business  will  have 
been  disposed  of,  and  52,191  cubic  feet  of  records  storage 
space  will  have  been  cleared,  at  a  savings  of  approxi- 
mately a  quarter  of  a  million  dollars  in  handling  and 
storage  costs.  Utilizing  work-study  college  people  during 
the  summer  months  for  the  past  five  years  has  permitted 
us  to  accomplish  this  work  at  a  minimum  cost. 

Telephonic  Communications 

Communications  have  always  played  an  important  role 
in  the  day-to-day  operations  at  City  Hall,  but  with  the 
advent  of  New  City  Hall  this  role  became  one  of  major 
importance.  The  New  Hall  allowed  us  to  consolidate 
many  major  city  departments  or,  at  least,  their  adminis- 
trative heads  and  staff  under  one  roof.  By  early  1969  it 
became  obvious  that,  along  with  the  advantage  of  con- 
solidation, there  would  be  disadvantages.  For  this 
reason,  the  role  of  Communications  Coordinator  was 
absorbed  into  the  Administrative  Services  Department. 
Under  the  direction  of  the  Director,  this  role  has  al- 
lowed us  to  control  all  activities  concerned  with  com- 
munications at  City  Hall. 

Direct  contact  has  been  established  with  the  Telephone 
Company,  and  a  Communications  Consultant  has  been 
made  available  to  us  whenever  necessary.  Working 
closely  with  the  consultant,  we  are  able  to  program  our 
day-to-day  and  future  requirements  more  effectively. 
It  also  enables  us  to  oversee  and  keep  abreast  of  any 
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activity  concerning  other  city  agencies  located  outside 
of  City  Hall. 

The  year  1969  was  a  very  active  one  for  the  Com- 
munications Coordinator  at  City  Hall.  Along  with  the 
processing  of  numerous  day-to-day  requests  from  various 
agencies,  it  became  his  responsibility  to  arrange  and  plan 
for  the  following  activities  concerned  with  communica- 
tions : 

Request  for  service  from  each  agency  in  requisition 
form  and  signed  by  the  department  head. 

Make  necessary  judgments  on  each  of  these  requests 
with  an  eye  towards  efficiency  and  economy. 

Maintain  records  of  all  telephone  equipment  at  City 
Hall  in  such  a  manner  that  changes  in  billing  on  a 
month-to-month  basis  can  be  substantiated  with  these 
records. 

Oversee  activities  of  our  telephone  operators  at  City 
Hall  and  make  necessary  recommendations  to  insure 
adequate  equipment  and  personnel  to  maintain  a  satis- 
factory level  of  service  at  all  times. 

Arrange  for  an  up-to-date  internal  telephone  di- 
rectory at  City  Hall. 

Again,  with  an  eye  towards  efficiency  and  economy, 
he  will  work  with  the  Telephone  Company  consultant 
and  program  future  requirements  to  insure  that  the 
services  provided  at  City  Hall  are  continually  updated 
to  provide  the  best  possible  service. 

By  the  end  of  1969  the  advantages  of  absorbing  the 
role  of  Communications  Coordinator  into  the  Adminis- 
trative Services  Department  became  very  obvious.  For 
example  the  day-to-day-requests  for  services  are  being 
handled  in  an  orderly  and  organized  manner.  As  a  result 
of  programming  and  planning,  we  are  now  able  to  antici- 
pate future  needs  and  make  the  necessary  additions  or 
adjustments  before  any  serious  service  problems  develop. 

We  expect  that  the  role  of  Communications  Coordi- 
nator will  be  expanded  in  the  1970's,  and  the  advantages 
of  this  program  will  present  themselves  more  clearly  in 
the  immediate  future. 
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IN-SERVICE  TRAINING  UNIT 

The  report  submitted  to  the  Director  by  Theodore  J. 
Hoppe,  our  In-Service  Training  Coordinator,  concerning 
activities  in  this  field  during  the  past  year  is  so  thorough 
and  informative  in  content  that  we  are  including  the  same 
below  in  its  entirety. 

"For  the  past  two  years  I  have  noted  the  steady  in- 
crease of  In-Service  Training  courses  offered  free  of 
charge  to  our  personnel.  This  development  includes  both 
degree  and  nondegree  courses. 

"I  have  seen  Lowell  Technological  Institute  confer  upon 
five  members  of  the  Public  Works  Department  the 
Associate  Degree  of  Bachelor  of  Science  in  Engineering 
Technology.  These  men  were  graduated  with  honors. 
Four  are  now  enrolled  in  the  baccalaureate  program 
leading  to  the  full  degree  after  three  more  terms  of 
evening  courses  and,  finally,  three  terms  in  residence  at 
Lowell  Technological  Institute. 

"These  men  are  a  source  of  inspiration  to  thirty  other 
matriculating  students.  In  a  few  short  years  the  City  of 
Boston  will  have  an  engineering  staff  of  degree  competence 
because  of  this  employee  development  function. 

"Hopefully,  the  same  will  be  true  in  the  academic  areas 
of  data  processing  and  accounting.  While  presently  we 
have  only  six  enrollees  in  data  processing  and  seven  in 
accounting,  it  must  be  remembered  that  originally  these 
courses  were  limited  to  employees  of  the  Commonwealth 
of  Massachusetts. 

"Appreciation  is  expressed  to  Donald  F.  Reilly,  State 
Training  Coordinator,  who  became  instrumental  in  having 
this  restriction  removed.  Employees  of  cities  and  towns 
within  the  Commonwealth  have  in  the  past  two  years 
been  freely  welcomed  into  these  courses. 

"In  the  year  past  we  have  coordinated  our  training 
program  with  that  of  the  United  States  Civil  Service 
Commission,  Boston  Region.  This  is  in  accordance  with 
the  provisions  of  the  Government  Employees  Training 
Act. 

"Through  this  interagency  relationship  we  have  met 
our  training  needs  in  supervisory  and  executive  develop- 
ment courses  and  communication  courses  through  govern- 
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merit  facilities.  Considerable  economies  are  thus  achieved 
as  well  as  frequent  improvements  in  the  quality  of  in- 
struction. Unsolicitedly,  government  instructors  have 
commented  on  the  valuable  cross-fertilization  of  ideas 
which  our  people  have  brought  to  the  courses  catalogued : 
Supervisory  and  Executive  Development  Courses 

Times 
Offered        Enrollees 

Middle  Management  Institute 2  12 

Supervision  and  Group  Performance  .2  13 

Introduction  to  Supervision 1  4 

Basic  Management,  Techniques  I ...      2  1 
Basic  Management,  Techniques  II .  .       2                     5 
Introduction  to  Personnel  Manage- 
ment        1                     7 

Communication  Courses 

Times 

Offered        Enrollees 

Effective  Writing  Seminar 1  5 

Writing  Effective  Letters 1  2 

Effective  English  Workshop 1  4 

Secretarial  Techniques 1  6 

Better  Office  Skills  and  Service 1  3 

Effective  Oral  Presentation 1  3 

"Additional  service  was  made  available  by  the  Inter- 
agency Board  of  Civil  Service  Examiners,  Boston.  This 
is  a  referral  from  their  examination  registers  of  the  names 
of  qualified  applicants  for  a  wide  range  of  administrative, 
professional  and  technical,  trades  and  laborer,  and  clerical 
jobs. 

"The  help  we  thus  received  in  our  own  recruiting 
efforts  resulted  in  the  employment  of  a  secretary  to 
Richard  E.  Wall,  Deputy  Director  for  Fiscal  Affairs. 

"One  of  the  objectives  of  the  Massachusetts  Municipal 
Training  Institute  is  to  assist  municipal  officers  and  em- 
ployees in  enhancing  the  efficiency  and  effectiveness  of 
municipal  government  by  improving  their  understanding 
of  the  municipal  process. 

"The  Bureau  of  Public  Affairs,  Boston  College,  is  the 
sponsor  of  the  Massachusetts  Municipal  Training  In- 
stitute. 
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"Through  the  past  five  years,  many  members  of  the 
City  of  Boston  personnel  have  been  enrolled  in  the  spring 
and  fall  semesters. 

"The  year  1969  proved  no  exception  as  outlined: 

Municipal  Administration 4 

Code  Enforcement 20 

Planning  and  Zoning 1 

Federal,  State,  Local  Relations 1 

Municipal  Collective  Bargaining 6 

"The  Training  Coordinator  is  proud  to  be  a  member 
of  the  Institute's  Advisory  Committee. 

"The  Boston  School  Department  in  the  year  1969  con- 
tinued its  generous  support  of  our  program.  Valuable 
assistance  was  lent  both  by  Jeffrey  J.  Keating,  Assistant 
Director  of  Vocational  Education,  and  Frank  X.  Sullivan, 
Director  of  Adult  Education. 

"Mr.  Keating  supplied  the  faculty  at  no  cost  to  the 
City  of  Boston,  and  personally  extended  himself  in  the 
manifold  details  connected  with  the  successful  conduct 
of  these  courses  with  enrollments  noted : 

Typing 11 

Shorthand 4 

Secretarial  Procedure 10 

Medical  Records  Transcription 25 

Diesel  Preventive  Maintenance  (Land  and 

Marine  —  two  courses) 30 

"Mr.  Sullivan  again  stretched  his  Adult  Education 
budget  to  pay  Mr.  William  McCann  of  the  Boston  School 
Department,  who  taught  two  separate  courses  in: 

Rapid  Reading 33 

"The  Bureau  of  Adult  Education  and  Extended 
Services  of  the  Department  of  Education,  Commonwealth 
of  Massachusetts,  in  the  year  1969  accepted  our  students 
in  these  courses: 

Typewriting 3 

Gregg  Shorthand  1 8 

Shorthand  Review 6 

Conversational  Spanish 3 

Algebra  1 3 

Algebra  II 3 

Plane  Geometry 3 
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"Prior  to  the  start  of  each  semester,  a  catalogue  of  all 
courses  offered  together  with  application  blanks  are 
mailed  to  each  of  our  departments. 

"All  city  employees  who  have  not  completed  their  high 
school  education  are  constantly  urged  to  do  so  by  en- 
rolling in  the  Massachusetts  High  School  Equivalency 
Certification  Program.  However,  we  fail  to  understand 
the  apathy  to  this. 

"Sometimes  we  receive  genuine  requests  to  become  en- 
rolled in  the  associate  degree  courses  we  offer  through 
Lowell  Technological  Institute  by  those  without  a  cer- 
tificate. We  regret  denial  because  a  prerequisite  demand 
is  a  high  school  certificate.  Another  prerequisite  for  this 
type  of  enrollment  is  two  years  of  mathematics  of  which 
one  year  must  be  algebra.  Wisely,  some  have  overcome 
this  deficiency  by  taking  the  math  courses  offered  by  the 
Bureau  of  Adult  Education. 

"No  expense  is  incurred  by  the  City  of  Boston  if  you 
satisfy  the  requirements  of  veterancy. 

Employee  Safety  Program 

"The  Board  gave  early  attention  in  1969  to  restructur- 
ing a  safety  program  including  occupational  and  fleet 
safety. 

"The  Training  Coordinator  was  called  upon  to  re- 
establish all  that  he  had  so  successfully  developed  through 
the  decade  pf  the  fifties. 

"We  wish  to  acknowledge  here  with  appreciation  the 
valued  recommendations  made  by :  Norman  Baker,  Tele- 
phone Company;  Arthur  O'Leary,  Gas  Company;  Ed- 
ward Eldridge,  Edison  Company.  In  conference  with 
these  public  utilities  officials,  we  received  the  benefit  of 
updating  in  all  the  safety  methods  employed  by  them  in 
their  respective  organizations,  together  with  manuals  and 
other  instructional  material. 

"Quickly  thereafter  the  Training  Coordinator  or- 
ganized an  Advisory  Committee  naming: 

Sgt.  Thomas  A.  Connors,  Assistant  Supervisor,  Auto 
Equipment,  Police  Department. 

Gene  J.  DiBenedetto,  Director,  Traffic  Safety  Educa- 
tion, Traffic  and  Parking  Department. 
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John  E.  Fagan,  Motor  Apparatus  Engineer,  Fire  De- 
partment. 

George  Farrah,  Superintendent  of  Operations,  Traffic 
and  Parking  Department. 

Eugene  J.  Ferris,  Supervisor  of  Auto  Service  and 
Safety,  Parks  and  Recreation  Department. 

Capt.  Charles  F.  Freiberg,  Radiological  Officer,  Fire 
Department. 

Charles  F.  Gately,  Supervisor  of  Safety,  Public  Works 
Department. 

Thomas  L.  McCormack,  Workmen's  Compensation 
Agent,  Workmen's  Compensation. 

Lieut.  John  R.  Nee,  Supervisor,  Auto  Equipment, 
Police  Department. 

Joseph  Santoro,  Employees  Safety  Coordinator,  Health 
and  Hospitals  Department. 

"Some  of  the  duties  and  responsibilities  the  Training 
Coordinator  assumed  include : 

1.  Complete  responsibility  for  indoctrinating  and 
orienting  all  members  of  the  Advisory  Committee  with 
all  formulations  of  accident  prevention  programs  en- 
abling them  to  vigorously  effectuate  the  policies  in  all 
departments. 

2.  Submission  directly  to  the  Director  of  Adminis- 
trative Services,  as  Chairman  of  the  Subcommittee,  of 
reports  on  the  status  of  safety  in  the  various  depart- 
ments and  reasons  for  success  or  failure. 

3.  Acting  in  an  advisory  capacity  to  the  Sub-Com- 
mittee on  all  matters  pertaining  to  safety. 

4.  Insistence  on  maintenance  of  the  accident  record 
system,  personal  investigation  of  accidents,  and  cor- 
rective action  taken  by  members  of  the  Advisory  Com- 
mittee to  eliminate  the  accident  causes. 

5.  Cooperating  with  the  members  of  the  Advisory 
Committee  in  safety  training  of  the  employees. 

6.  Initiating  activities  that  will  stimulate  and  main- 
tain the  interest  of  the  Advisory  Committee  and  em- 
ployees. 
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The  function  of  the  Advisory  Committee  includes : 

1.  To  teach  every  employee  the  occupational 
hazards  of  his  job  and  how  to  avoid  them. 

2.  To  see  that  needed  protective  devices  and 
safety  equipment  are  provided  for  each  job  and  that 
these  are  constantly  used  as  required. 

3.  To  take  prompt  corrective  action  whenever  un- 
safe conditions  or  acts  are  noted. 

4.  To  teach  employees  that  accidents  are  caused 
and  can  be  prevented. 

5.  To  investigate  and  find  the  cause  of  all  accidents, 
even  those  which  result  in  minor  injuries. 

6.  To  see  that  all  injuries  are  reported  and  treated 
promptly. 

7.  To  instill  a  safety  awareness  in  each  employee 
through  personal  safety  contacts  and  by  group  safety 
meetings. 

8.  To  conduct  regular  safety  appraisals  of  the  work 
area,  including  a  check  of  new  or  relocated  equipment. 

9.  To  impress  on  each  employee  that  violations  of 
safety  rules  and  safe  work  practices  will  not  be  tolerated. 
"An  example  of  function  number  two  of  the  Advisory 

Committee  was  the  decision  to  offer  a  type  of  shoe  to  em- 
ployees who  work  in  a  foot  hazard  occupation.  Safety 
type  shoes  with  a  steel  boxed  toe  will  prevent  many 
severe  foot  injuries. 

"To  promulgate  this  policy  on  September  17,  1969, 
Directive  No.  12,  captioned  'Protective  Wearing  Ap- 
parel, Safety  Type  Shoes,'  was  addressed  to  all  depart- 
ment heads.  The  directive  clearly  outlined  all  the  condi- 
tions making  employees  eligible  for  a  five  dollar  subsidy 
for  each  pair  of  safety  shoes  bought. 

"The  problem  of  eliminating  accidents  and  reducing 
city-owned  vehicle  maintenance  costs  can  be  considerably 
solved  by  conscientious  application  of  the  scientific  offer- 
ings developed  by  the  Advisory  Committee  in  their 
regular  meetings.  Such  meetings  are  held  at  least  once 
every  two  weeks. 

"Individual  seminars  on  three  occasions  have  been 
held  with  supervisors  and  foremen  of  the  Public  Works 
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Department,  Traffic  and  Parking  Department,  and  Parks 
and  Recreation  Department. 

"Private  conferences  have  been  held  with  Commis- 
sioners. The  Law  Department  has  sat  in  on  committee 
meetings  and  rendered  opinions  at  other  times  on  the 
legality  of  measures  proposed  for  adoption. 

"Labor  has  been  invited  to  name  their  official  rep- 
resentative to  become  a  member  of  the  Advisory  Com- 
mittee. Further,  labor  has  been  urged  to  create  its  own 
Safety  Committee  to  work  in  liaison  with  the  Advisory 
Committee  to  the  end  that  safety  guide  lines  will  be 
written  into  every  contract  in  the  near  future. 

"Safety  is  everybody's  business.  Until  both  manage- 
ment and  labor,  from  the  highest  to  the  lowest  echelon, 
embraces  this  doctrine,  the  efforts  of  a  dedicated  Advisory 
Committee  will  fail. 

"If  the  stark  realities  of  unsafe  acts,  unsafe  working 
conditions  and  laissez-faire  attitudes  on  the  part  of  all  are 
corrected,  then  the  aims  and  objectives  of  the  Advisory 
Committee  will  not  continue  to  be  frustrated;  but  not 
until  then.    These  are  the  aims: 

1.  Greatly     decreased     workmen's     compensation 
claims  and  damage  claims. 

2.  Greatly  decreased  maintenance  and  repair  costs. 

3.  Greatly  increased  morale  and  esprit  in  the  entire 
working  force  to  become  and  to  remain  accident  free. 
"In  the  past,  hardly  a  year  has  gone  by  without  re- 
quests from  major  cities  of  the  United  States  for  more 
information  about  Boston's  In-Service  Training  Program. 
In  1969  we  received  international  recognition  through  the 
request  of  the  Department  of  State,  Agency  for  Inter- 
national Development,  Washington,  D.C.,  to  guide  and 
escort  Mr.  Chang,  Chancellor  of  the  Taiwan  Provincial 
Training  Corps,  Taiwan  Provincial  Government,  through 
observation  of  local  administration  and  in-service  training 
of  public  officials  and  employees. 

"The  Training  Coordinator  assisted  in  arranging  a  pro- 
gram of  meetings  and  observational  visits  for  Mr.  Chang, 
supplying  him  with  much  printed  copy  and  mailing  the 
same  to  his  home  address  in  Taiwan. 
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"How  will  we  strive  with  1970?  The  formative  years 
of  the  In-Service  Training  Program  have  been  spanned, 
and  we  salute  the  diligence  and  enthusiasm  of  all  those 
who  have  been  led  onward  toward  educational  discovery 
during  the  past  six  years.  We  hope  that  we  have  served 
well  all  members  of  the  personnel  desirous  of  receiving 
expense-free  education.  By  working  together — adminis- 
tration and  personnel — we  can  all  hope  to  reach  our  in- 
dividual aims,  whatever  our  aspirations  may  be.  We 
hope  the  future  cannot  dim  the  courage  of  our  students 
of  the  past  six  years  who  walked  through  the  groves 
academe.  And  to  all  those  who  have  not  as  yet  availed 
themselves  of  educational  opportunities,  we  urge  you  to 
map  your  course  and  offer  our  best  wishes  that  you  may 
speedily  reach  your  goal." 

At  the  suggestion  of  Mr.  Hoppe,  we  are  coordinating 
and  submitting  herewith  all  those  types  of  courses  which 
were  not  offered  directly  by  Administrative  Services  but 
because  of  specialization  and  professionalism  were  offered 
by  the  respective  departments  noted :  Boston  Police  De- 
partment, Boston  Fire  Department,  Health  and  Hospitals 
Department,  Housing  Inspection  Department. 

Boston  Police  Department 

Personnel  and  Training  Division— Activities  for  Year  1969 

January  5-31:  One  deputy  superintendent  attended 
senior  management  seminar  at  Massachusetts  Institute 
of  Technology. 

January  6-24:  One  captain  attended  New  England 
Association  of  Chiefs  of  Police  Command  Training 
Institute,  Babson  Institute,  Wellesley. 

January  14  (one  night  per  week  for  fifteen  weeks): 
Two  lieutenants,  one  sergeant-detective,  three  sergeants, 
one  detective,  seventeen  patrolmen  attended  "Conversa- 
tional Spanish"  course,  Boston  State  College. 

January  27-February  14:  One  captain  attended 
NEACP  Command  Training  Institute,  Babson  Institute, 
Wellesley. 

January  31-February  2  (three  weekends) :  One  deputy 
superintendent,  one  lieutenant,  three  sergeants  attended 
Dale  Carnegie  Course  in  Public  Speaking. 
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February  14  (spring  semester):  Two  detectives,  three 
patrolmen  attended  Criminal  Law  I  during  spring 
semester  each  Friday  from  3  to  5  p.m.,  Massachusetts  Bay 
Community  College. 

February  27  (fellowship  program):  One  captain  to 
Harvard  Law  School — Center  for  Advancement  of 
Criminal  Justice. 

March  8-9:  Four  lieutenants  and  four  sergeants  at- 
tended two-day  courses  conducted  by  Massachusetts 
National  Guard  on  Civil  Disturbance  Orientation  Course, 
Lexington. 

March  10  (three-month  course):  One  lieutenant  at- 
tended eighty-third  session  of  the  F.B.I.  National 
Academy,  Washington,  D.C. 

March  12:  One  captain  and  one  detective  attended 
one-day  conference  sponsored  by  the  Drug  Addiction 
Rehabilitation  Board. 

March  31-April  18:  Two  lieutenants  attended  NEACP 
Command  Training  Institute,  Babson  Institute,  Wel- 
lesley. 

April  8 :  One  superintendent  and  one  captain  attended 
National  Police  Seminar,  Northeastern  University. 

April  8-11:  One  superintendent  participated  in  Con- 
ference on  Organized  Crime  sponsored  by  the  F.B.I,  in 
Washington,  D.C. 

April  14-May  2  (three-week  course):  Two  sergeants 
attended  three-week  training  course  at  Northwestern 
University,  Evanston,  Illinois. 

April  21-May  9:  Two  sergeants  attended  NEACP 
Command  Training  Institute,  Babson  Institute,  Wel- 
lesley. 

April  27-29:  Commissioner  and  one  superintendent 
attended  the  Major  Cities  Police  Administrators  Con- 
ference, Buffalo,  New  York. 

May  3-5:  One  superintendent,  one  department  super- 
intendent, one  captain,  one  sergeant  one  detective, 
two  patrolmen,  one  police  cadet  attended  New  England 
Institute  on  Police  and  Community  Relations,  Newton 
College  of  the  Sacred  Heart,  Newton. 

May  12-29:  One  sergeant-detective  and  one  sergeant 
attended  NEACP  Command  Training  Institute,  Babson 
Institute,  Wellesley. 
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May  21-22:  One  deputy  superintendent,  two  lieu- 
tenants, eight  sergeants,  one  detective,  and  one  patrol- 
man attended  two-day  training  session  sponsored  by 
Municipal  Police-Science  Institute  and  State  College. 

May  25-29:  One  superintendent  and  one  deputy 
superintendent  attended  cosponsored  institute  under  the 
auspices  of  the  Law  Enforcement  Assistance  Adminis- 
tration, Department  of  Justice,  Albany,  New  York. 

June  2-20:  Two  sergeants  attended  NEACP  Com- 
mand Training  Institute,  Babson  Institute,  Wellesley. 

July  7-25:  Two  sergeants  attended  NEACP  Com- 
mand Training  Institute,  Babson  Institute,  Wellesley. 

August  6:  One  sergeant  attended  seminar  on  criminal 
procedure  under  emergency  conditions  in  the  Mock 
Court  Boom,  Suffolk  University. 

September,  1969  (four-year  program) :  One  lieutenant, 
eight  sergeants,  nineteen  patrolmen  attended  Boston 
State  College  course — four-year  program. 

September  8-12:  One  captain  and  one  sergeant  at- 
tended course  in  management  at  United  States  Custom 
House. 

September  29-October  3:  One  patrolman  attended  a 
one-week  specialized  school  for  police  firearms  instructors 
conducted  by  the  FBI,  Wakefield. 

October  6-10:  One  patrolman  attended  a  one-week 
specialized  school  for  police  firearms  instructors  con- 
ducted by  the  FBI,  Wakefield. 

October  20-November  7:  Two  lieutenants  attended 
NEACP  Command  Training  Institute,  Babson  Institute, 
Wellesley. 

October  22 :  One  superintendent  participated  in  train- 
ing program  at  Babson  Institute,  Wellesley. 

October  26-29 :  One  policewoman  attended  the  Seventh 
Training  Conference  at  the  International  Association  of 
Women's  Police,  Madison,  Wisconsin. 

October  30:  One  deputy  superintendent  participated 
in  training  program,  Babson  Institute,  Wellesley. 

November  1-2:  One  deputy  superintendent  attended 
the  American  Social  Health  Association  Conference, 
New  York  City. 
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November  17-December  5:  Two  sergeants  attended 
NEACP  Command  Training  Institute,  Babson  Institute, 
Wellesley. 

November  19:  One  superintendent  participated  in 
training  program,  Babson  Institute,  Wellesley. 

December  3:  One  deputy  superintendent  participated 
in  training  program,  Babson  Institute,  Wellesley. 

Recruit  officers  appointed,  1969:  On  July  9,  1969, 
forty-four  recruit  officers  were  appointed  patrolmen  in 
the  Boston  Police  Department.  These  patrolmen  at- 
tended an  intensive  13-week  course  of  instruction  on 
basic  law,  advanced  law,  rights  of  a  person  accused  of  a 
crime,  police  and  community  relations,  minority  groups, 
first  aid,  operational  and  procedural  matters  of  the 
Police  Department,  recent  decisions  of  the  Massachu- 
setts and  United  States  Supreme  Courts,  City  of  Boston 
ordinances,  etc.  Each  of  the  officers  attending  this  com- 
pulsory training  course  was  furnished  with  approximately 
200  printed  lectures  pertaining  to  courses  of  instruction 
by  the  Academy  personnel,  in  addition  to  other  material 
issued  by  the  department.  The  officers  were  allowed,  at 
various  times,  to  attend  morning  sessions  of  actual  court 
cases  in  the  Boston  Municipal  Court.  Each  officer  at- 
tended a  compulsory  one-week's  training  course  of  in- 
struction at  the  revolver  range,  Moon  Island.  They  are 
encouraged  to  avail  themselves  of  the  use  of  the  indoor 
revolver  range  located  at  the  Police  Academy.  Lectures 
by  Academy  personnel  were  accompanied  by  visual  aids, 
class  demonstrations,  motion  pictures,  and  by  the  ap- 
pearance of  prominent  guest  lecturers,  such  as  judges, 
doctors,  lawyers,  and  other  law  enforcement  agents. 

Prepromotional  Training  for  Sergeants:  On  May  21, 
1969,  fifty  patrolmen  were  promoted  to  the  rank  of 
sergeant.  They  attended  the  Police  Academy  for  a 
special  course  in  supervisory  training  in  the  additional 
powers,  duties,  and  responsibilities  connected  with  this 
rank.  The  course  of  instruction  consisted  of  search  and 
seizure  cases,  community  relations,  personnel  procedures, 
law  of  arrest,  public  speaking,  inspection  of  licensed 
premises,  case  preparation,  sudden  death,  homicide,  in- 
vestigations, rights  of  persons  accused  of  a  crime,  booking 
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and  searching  of  prisoners,  departmental  and  divisional 
administrative  procedures,  etc. 

Police  Cadets:  During  1969  eighty  police  cadets  were 
appointed  and  attended  the  Boston  Police  Academy  for 
one  week's  training,  and  continued  in  In-Service  Training 
Program  each  Tuesday  and  Thursday  afternoon,  October 
21, 1969,  through  January  22,  1970.  Thirty  are  attending 
twenty-one  weeks  of  seminar-type  training  relating  to  the 
role  of  law  enforcement  in  an  urban  society. 

School  Traffic  Supervisors:  During  1969  eight  addi- 
tional school  traffic  supervisors  were  appointed  and  at- 
tended the  Police  Academy.  They  were  given  a  course 
of  instruction  in  all  phases  of  traffic  control,  first  aid, 
basic  law  (chapters  89  and  90),  etc. 

Provisional  Police  Clerk-Typists  (Male) :  In  1969  forty- 
seven  male  "provisional"  police  clerk- typists  were  ap- 
pointed to  the  department  and  attended  a  one-week  ori- 
entation program  on  administrative  services  of  this 
department. 

Provisional  Police  Security  Guards:  In  1969  fifteen 
"provisional"  police  security  guards  were  appointed  to 
the  department  and  attended  a  one-week  program  on  the 
duties  and  responsibilities  of  police  custodial  personnel. 

Revolver  Range  Activities :  An  intensive  course  of  in- 
struction in  the  care,  use,  and  handling  of  all  types  of 
weapons  was  given  to  all  persons  of  this  department  and 
other  law  enforcement  agencies  who  availed  themselves 
of  the  use  of  our  range  under  the  guidance  of  qualified 
instructors.  Subjects  covered  included  public  relations, 
duties,  and  responsibilities  as  modified  by  statutes  and 
case  law. 

Boston  Fire  Department 

Fire  Prevention  Division 
The  Fire  Prevention  Division  maintains  a  constant  in- 
service  training  of  all  members  assigned  to  the  division. 
A  weekly  seminar  is  held  for  all  members  assigned  to  the 
Fire  Prevention  Division  to  keep  them  abreast  of  current 
changes  in  inspection  techniques,  changes  in  rules  and 
regulations,  and  any  changes  in  statute  law.  These 
seminars  are  also  extended  to  members  of  the  fire-fighting 
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forces  by  holding  instructional  periods  on  the  Fire  Pre- 
vention Code  and  its  enforcement  and  also  instructional 
courses  for  officers  of  the  department  relative  to  their 
responsibilities  in  inspections  and  corrections  and  the 
issuance  of  all  necessary  notices  ordering  the  correction 
or  appearance  of  delinquents  in  the  various  district 
courts. 

A  cooperative  in-service  training  program  is  also  held 
with  the  other  various  departments  of  city  government 
involved  in  code  enforcement,  i.e.,  Building  Department 
Housing  Inspection  Service  and  Health  and  Sanitation. 

Members  selected  to  be  fire  inspectors  assigned  to  the 
Fire  Prevention  Division  start  with  a  basic  knowledge  of 
fire  fighting  because  of  their  service  in  the  various  fire 
companies  of  the  department  throughout  the  city.  These 
men  usually  have  a  background  knowledge  of  building 
construction,  electricity,  plumbing,  and  a  knowledge  of 
the  various  occupancies  and  their  related  fire  hazards. 
As  this  division  deals  constantly  with  the  public,  these 
men  must  be  able  to  portray  a  good  example  of  the  fire 
service  to  the  citizenry  of  Boston.  They  must  acquire  a 
knack  of  explaining  to  the  public  how  they  should  safely 
live,  work,  and  play  to  prevent  fire  from  taking  their 
lives,  cause  painful  injuries,  and  destroy  property.  In 
order  to  get  this  message  across  to  the  general  public,  a 
man  must  be  adept  in  public  relations  so  that  the  message 
he  has  to  give  is  received  in  the  proper  manner.  The 
points  covered  and  the  duties  performed  by  fire  prevention 
inspectors  are  enumerated  below: 

1.  Receive  and  process  complaints. 

2.  Basic  knowledge  of  Fire  Prevention  Code  and 
city  ordinances. 

3.  State  laws,  rules,  and  regulations. 

4.  Building,   electric,   plumbing,   and  gas  codes — 
city  and  state. 

5.  Oil  burner  installation  and  maintenance. 

6.  First-aid  appliance  installation  and  maintenance. 

7.  Automatic  extinguishment  systems. 

8.  Storage,  handling,  and  use  of  V.  I.  fluids,  solids 
and  gases. 
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9.     Plans  examination. 

10.  Building  construction  sites,  hazards. 

11.  Occupancies  and  related  hazards. 

12.  Prompt  and  thorough  investigation  of  all  fires, 
preservation  of  evidence. 

13.  Issuance  of  permits,  licenses,  and  related  in- 
spection. 

14.  Maintenance  of  records. 

15.  Follow-up  of  complaints. 

The  arson  investigators  and  department  photographers 
assigned  to  fire  investigations  also  receive  in-service  train- 
ing through  the  State  Fire  Marshal's  Office  and  by  at- 
tendance at  various  seminars  on  arson  detection  and 
investigation. 

In-Service  Training  Opportunities 

With  reference  to  in-service  training  opportunities  for 
personnel  of  the  Boston  Fire  Department,  following  is  a 
list  of  training  programs  of  this  division  for  the  year  1969. 
It  is  expected  that  these  same  programs  will  be  made 
available  in  1970. 

1.  Department  drilling  and  training — fire-fighting  per- 
sonnel 

A.  Equipment 

(1)  Air  and  Chemox  masks 

(2)  Gasoline  and  electric  power  tools 

(3)  High  pressure  hydrants 

(4)  Chemical  and  mechanical  foam  and  related 
equipment 

(5)  Cordflex — flexible  hard  suction  hose 

(6)  Ladder  operations  and  maintenance 

(7)  New  style  hydrant  wrenches 

(8)  Ladder  pipes — portable  and  fixed 

(9)  Hydrant  thawing  devices 

(10)  Company  training  and  equipment  evalua- 
tion 

(11)  Special  course  on  emergency  equipment 
transferred  from  engine  squad  companies  to 
ladder  companies 
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(12)  Chlorine  Solvay  kits 

(13)  Sprinklers  and  standpipes 

(14)  Domestic  gas  and  electric 

B.  Apparatus 

(1)  Aerial  ladder  operations — driving — tillering 

(2)  Automatic  transmission  (Allison)  school 

(3)  Diesel  pump  operation  and  driving  school 

(4)  Single  unit  and  double  unit 

(5)  Safe  driving — accident  prevention 

(6)  Pump  operation — drafting,  relaying,  supple- 
mentary pumping 

(7)  Marine  diesel  school 

C.  First  Aid 

(1)  First-aid  school 

(2)  New-style  heavy-duty  first-aid  kits 

(3)  Rescue  breathing — use  of  airways 

(4)  New  type  resuscitator 

(5)  New  air  splints 

2.  Probationers 

A.  Drill  school  for  newly  appointed  probationers 

B.  On-the-job  training  for  veterans 

3.  Fire  College  for  new  lieutenants 

4.  Radiological  training  program 

This  is  carried  on  in  cooperation  with  Civil  Defense. 
In  addition  to  instructing  members  of  this  department, 
instruction  is  also  given  to  other  fire  departments,  police 
departments,  and  other  state  and  federal  agencies. 

5.  Aircraft  School 

A.  Commercial  and  military 

(1)  Fire-fighting  operations 

(2)  Airport  procedures 

6.  Boston  Fire  Department  Exhibition  Drill  Team 

7.  Instructions  for  fire  service  applicants 

8.  Community  College — fire  science  courses 

9.  New  apparatus 

In  1970  we  expect  to  receive  a  new  aerial  tower,  ladder 
trucks,  and  pumpers,  as  well  as  new  equipment.  Training 
programs  for  these  items  will  be  initiated  when  they  are 
received. 
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10.  Instruction    available    to   other    city   departments, 
private  industry,  military,  etc. 

A.  Surrounding  Fire  Departments 

B.  Armed  Services 

C.  Industrial  Establishments,  Security  Organizations 

D.  Municipal  Organizations 

E.  Schools 

F.  Hospitals 

G.  Nursing,  Convalescent,  and  Rest  Homes 

(1)  Fire  exit  drills 

(2)  Use  of  fire  extinguishers — various  types  and 
used 

(3)  Flammable  liquids 

(4)  Rescue  breathing 

(5)  Patient  removal 

(6)  First-aid  fire  fighting 

Health  and  Hospitals  Department 

Summary  of  the  Hospital  Development  Program 

The  Hospital  Career  Development  Program  was  de- 
veloped by  the  American  Federation  of  State,  County, 
and  Municipal  Employees  (AFSCME)  and  funded 
jointly  by  the  Departments  of  Labor  and  Health,  Educa- 
tion, and  Welfare.  The  contract  with  the  federal  govern- 
ment provides  the  union  with  $1,217,855  for  a  period  of 
eighteen  months  to  conduct  training  for  job  upgrading  in 
three  cities — Boston,  Cleveland,  and  Milwaukee.  The 
union  has  subcontracted  the  service  of  the  Economic  and 
Manpower  Corporation  (EMC)  of  New  York  City  to  pro- 
vide the  technical  assistance  needed  in  operating  the  pro- 
gram. The  program  will  be  administered  jointly  by  the 
union  and  the  hospital. 

The  program  has  been  divided  into  two  phases.  Phase  I 
(the  first  six  months  of  the  program)  will  deal  with  career 
ladder  design,  and  curriculum  will  be  designed  for  five 
job  areas  in  each  city.  The  remaining  twelve  months  of 
the  program,  or  Phase  II,  will  be  spent  training  335  hos- 
pital workers  in  each  city. 

AFSCME  and  the  hospitals  will  jointly  select  the  five 
job  areas  in  each  city.  EMC  will  provide  the  training  of 
instructors  and  all  materials  needed  for  the  program. 
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The  training  will  consist  of  basic  education,  skill  train- 
ing, and  on-the-job  instruction.  Training  will  be  con- 
ducted in  cycles  averaging  ten  weeks. 

Classes  will  be  small,  with  an  average  of  ten  students 
in  each  class.  All  training  will  take  place  in  the  hospital. 
Those  selected  for  the  program  will  be  released  for  four 
hours  of  training  daily  and  will  return  to  their  regular 
duties  for  the  remainder  of  the  day.  All  trainees  will  be 
paid  for  a  full  day. 

When  a  trainee  enters  the  program  he  will  receive  the 
title  of  the  new  position  for  which  he  is  preparing.  As  he 
completes  the  basic  education  portion  of  the  program  he 
will  receive  one-half  the  increase  in  salary  he  will  receive 
when  he  completes  training. 

The  program  will  provide  for  orientation  of  supervisory 
staff  in  the  goals  of  the  program.  Toward  the  end  of  the 
18-month  period  EMC  will  train  hospital  staff  to  enable 
the  hospital  to  expand  and  continue  the  program.  All 
materials  developed  for  the  program  will  be  left  with  the 
hospitals  for  their  use. 

This  program  offers  many  advantages  to  the  hospital. 
The  Hospital  Career  Development  Program  will  provide 
the  hospital  with  a  continuing  source  of  skilled  manpower. 
Other  benefits  include  improved  morale  which  will  reduce 
employee  turnover,  absenteeism,  and  tardiness.    Perhaps 
the  most  important  benefit  to  the  hospital  will  be  im- 
proved health  services  and  better  patient  care. 
Hospital  Career  Development  Program 
Mr.  George  Gardus,  Center  Manager 
80  Boylston  Street 
Boston,  Massachusetts  02116 
Phone:  482-5280 

American  Federation  of  State,  County,  and  Municipal 
Employees  and  Boston  District  Council  45,  in  cooperation 
with  the  City  of  Boston  and  its  Department  of  Health 
and  Hospitals,  are  offering  a  training  program  which  will 
provide : 

1.  An  opportunity  to  train  for  a  promotion  to  a 
better  paying  job. 

2.  A  guarantee  that  the  job  will  be  there  when  the 
candidate  successfully  completes  training. 
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Training  will  take  place  in  the  following  career  posi- 
tions : 

Nursing  Assistant  Ward  Service  Representative 

Senior  Nursing  Assistant     Medical  House  Worker 
Power  Machine  Operator     Laboratory  Aide 
Ward  Dietary  Aide  Laboratory  Assistant 

Ward  Dietary  Assistant       X-ray  Laboratory  Aide 
X-ray  Laboratory  Assistant 

These  jobs  represent  the  beginning  of  a  new  and  in- 
novative program  for  the  hospital  employees.  Career 
ladders  in  each  of  the  three  hospitals  now  show  the  pos- 
sible areas  for  job  promotion  and  career  advancement. 

There  is  no  need  to  worry  about  possessing  the  neces- 
sary education,  for  the  program  will  help  the  candidate 
get  whatever  education  is  required  for  the  job  he  is  ap- 
plying for.  The  only  requirement  is  that  the  candidate 
must  be  a  permanent  employee. 

Boston  City  Hospital — Hospital  House  Worker  Medical: 
Joan  Burns,  Marion  Eastman,  Marie  Frank,  Elvira 
Giannasoli,  Christella  Green,  Mattie  Harper,  Mary  L. 
Jackson,  Linda  Lawson,  Thelma  Morris,  Lucille  Smith, 
Lillian  R.  Tenters. 

Boston  City  Hospital — Power  Machine  Operator:  Em- 
anuel Andrews,  Jr.,  William  Fegan,  Francis  J.  Flaherty, 
Adolph  Grant,  Joseph  A.  Gray,  Donald  Johnson,  George 
Moreland,  Edward  O'Connell,  David  Rivera,  Bruno 
Rodriguez. 

Long  Island  Hospital — Hospital  House  Worker  Medical: 
Pauline  Amrock,  Helen  V.  Ferris,  Dorothy  E.  Groszinger, 
Dorothy  M.  Henshon,  Mary  J.  McLaughlin,  Beatrice 
Neill. 

Mattapan  Hospital — Hospital  Dietary  Worker:  Mary 
Ackerman,  Freda  Balansky,  Brian  W.  Brazil,  Ann  M. 
Dunn,  Mildred  Howlett,  Margaret  V.  Lilley,  Evelyn 
Mills,  Anna  Mae  Olson,  Catherine  M.  Simpson,  Alice 
Yong. 

Mattapan  Hospital — Power  Machine  Operator:  Radford 
Bailey,  Thomas  Campbell,  Douglas  R.  Delong,  Edward 
F.  Johnson. 
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Housing  Inspection  Department 

The  following  is  a  list  of  the  courses  attended  by  the 
personnel  of  the  Housing  Inspection  Department  during 
the  year  1969 : 

Name  of  Course 

Rehabilitation  Specialist  Course  at  Massachusetts  Bay 
Community  College,  attended  by  eighteen. 

Insect  and  Rodent  Control,  Massachusetts  Depart- 
ment of  Public  Health,  Community  College,  Beverly, 
attended  by  two. 

Basic  Housing  Inspection  Course,  United  States  Public 
Health,  at  Kennedy  Building,  attended  by  four. 

DATA  PROCESSING  UNIT 

The  Data  Processing  Unit  of  the  Administrative 
Services  Department  is  responsible  for  the  preparation 
of  all  preliminary  and  final  payrolls  for  the  City  of  Boston 
and  the  County  of  Suffolk.  In  addition  to  the  printing 
of  payrolls  and  checks,  a  quarterly  summary  of  each  em- 
ployee's earnings  is  maintained  for  employee's  federal 
and  state  withholding  tax  purposes.  This  unit  also 
calculates  and  processes  quarterly  and  semiannually  the 
water  service  commitment  and  bills,  the  annual  commit- 
ment and  billing  of  sewer  use  charges;  preparation  of 
added-to-tax  lists  and  cards  on  water  and  sewer  use;  the 
sending  out  of  second  notices  on  unpaid  bills  with  in- 
terest. The  unit  also  provides  three-proof  copies  of  the 
voting  lists,  along  with  duplicating  masters  from  which 
the  certified  voting  list  is  made,  and  also  prepares  the 
official  record  of  registration  which  reflects  all  changes 
made  during  the  past  year. 

Polling  place  changes  are  sent  out  and  also  police  listing 
postcards.  Over  25,000  jury  selection  summonses  are 
also  prepared  and  sent  out  via  certified  mail,  eliminating 
hand  delivery  by  police  officers.  For  the  first  time  this 
unit  compiled  and  transmitted  to  the  Election  Depart- 
ment results  of  the  City  Council  and  School  Committee 
election  returns.  The  police  list  function  includes  the 
preparation  and  distribution  of  the  preprinted  listing 
cards,  proof  copies  of  the  police  list,  and  the  duplicating 
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of  offset  masters  and  the  police  dwelling  check  list  in  con- 
junction with  the  present  year's  police  listing. 

The  unit  acts  as  a  service  bureau  for  other  city  depart- 
ments, when  necessary,  such  as  the  Registry  of  Births, 
Deaths  and  Marriages,  Assessing  Department,  Public 
Works,  Office  of  Public  Services,  Mayor's  Office  of  Human 
Rights  and  the  Boston  Redevelopment  Authority. 

In  1969  this  unit  designed  and  implemented  a  court 
parking  ticket  program  for  Roxbury  Court.  This  system, 
in  1969,  issued  summonses  at  the  rate  of  800  per  day  for 
the  backlog  of  parking  violations. 


Volumes  of  Principal  Activities 

Payrolls 

Weekly 15,000 

Semimonthly 1,000 

Temporary  School  Teachers 4,000 

Monthly 2,000 

Monthly  Schools 4,000 

Monthly  Overtime 7,500 

Monthly  Differential 2,000 

Payroll  Change  Cards,  per  week 7,000 

Payroll  Checks,  per  day 5,000 

Payroll  Drafts  Weekly  and  Monthly 

Deduction  Reports 

Agency  Service  Fees 

Blue  Cross 

Credit  Union 

Bonds 

Personnel  Name  and  Address  Cards      ....      10,000 

Withholding  Tax  Forms   .        .        .   ,    .        .        .        .      55,000 

Appropriation  Accounting 

Discounts  Warrants 

Discounts  Checks 

Regular  Warrants 

Regular  Checks 

Purchase  Orders 

Contracts 

Appropriation  Cards 

Distribution  of  Expenditures 

Statement  of  Appropriations 

Cards  and  Listings 

Dealer  and  Repair  Plate  Excise  Tax 

Commitment  and  Bills 
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Election  Department 
Election  Results,  November  4 

Annually 

Voting  List  Proof 300,000 

Master  Voting  List 300,000 

First  and  Second  Supplementary 20,000 

Voting  List 

Official  Record  of  Registration 300,000 

Omitted  Police  Listing  Postcards           ....  25,000 

Polling  Place  Change  Postcards 14,000 

Jury  Summonses 25,000 

Re-organization  of  Voting  Precincts  from  275  to  251 
Police  Listing 

Police  Listing  Proofs 500,000 

Police  Listing 500,000 

Police  Listing  Cards      ^ 420,000 

Police  Listing  Change  Cards 60,000 

Police  Listing  Master  Index  Cards 

Police  Dwelling  Check  List 90,000 

Printing  Department 
Cost  Accounting  Analysis  Cards 
Cost  Accounting  Analysis  Reports 
Public  Works  Department 

Annually 

Water  Commitment 90,000 

Water  Bills 90,000 

Water  Added  to  Taxes 20,000 

Water  Not  Added  to  Taxes     .        .        .       .        .        .  20,000 

Water  Not  Added  to  Taxes 

Water  Name  and  Address  Changes        ....  25,000 

Sewer  Commitment 90,000 

Sewer  Added  to  Taxes 90,000 

Sewer  Not  Added  to  Taxes 22,000 

Registry  of  Births,  Deaths,  and  Marriages 

Consolidated  Marriage  Index 1956-1960 

Consolidated  Marriage  Listing        ....       1956-1960 

Mayors  Office  of  Human  Rights 

Approximately    40,000    mailing    labels    prepared    for 
various  units  of  this  organization. 
Boston  Redevelopment  Authority 

Master  index  file  of  mapping  coordinates. 

Various  keypunching  applications  for  use  in  statistical 
analysis  of  urban  renewal  areas. 
Civil  Defense  Unit 

Master  inventory  control  system  for  the  storage  of 
emergency  supplies. 
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ADMINISTRATIVE  DIV.  — SPECIAL  STUDIES 

Programs  initiated  towards  the  latter  part  of  the  year 
include  the  following: 

1.  Federal-State  Program  Coordination 

One  analyst,  Richard  Gerrior,  has  been  assigned  full 
time  to  a  study  of  all  programs  on  which  the  city  receives 
grants  or  reimbursements  from  the  federal  and  state 
governments.  This  analyst  serves  as  a  coordinator  and 
advisor  for  the  agencies  involved  and  also  gives  consider- 
able attention  to  seeing  that  the  city  actually  receives  the 
federal  or  state  monies  to  which  she  is  entitled  by  being 
assured  that  the  necessary  compliance  forms  and  other 
required  paper  work  are  completed. 

2.  Study  of  User  Fees 

A  complete  inventory  of  all  license  and  permit  fees, 
including  services  charges,  is  being  conducted  by  another 
analyst,  George  Oviatt,  to  make  sure  that  these  fees  and 
charges  are  brought  up  to  date  in  terms  of  the  cost  to  the 
city  in  providing  the  service  for  which  a  fee  is  charged. 
The  study  may  enable  us  to  lessen  the  impact  on  the 
property  tax  by  assessing  the  costs  of  some  city  services 
entirely  on  the  user  of  the  service. 

3.  Study  of  Ambulance  Service 

A  review  of  previous  studies  of  city  ambulance  service 
is  being  conducted  by  Analyst  J.  Christian  Hansen,  and 
additional  research  is  being  performed  to  determine  if  it 
is  feasible  to  improve  the  quality  of  treatment  of  victims 
of  accidents  and  other  emergencies  and,  at  the  same  time, 
free  additional  policemen  for  police  patrol  operations. 

4.  Study  of  Use  of  City-Owned  Automobiles 
Another  study  is  being  conducted  on  the  assignment 

and  use  of  city  automobiles  in  preparation  for  the  de- 
velopment of  a  uniform  city  policy  which  will  regulate 
such  assignment  and  use.  This  study,  being  conducted 
by  Daniel  White,  is  also  likely  to  reduce  city  costs  by 
preventing  misuse  and  abuse  of  privilege. 

5.  Study  of  Community  Relations  Efforts 

A  study  has  also  been  initiated  of  the  efforts  of  each  de- 
partment in  the  area  of  community  relations  in  an  en- 
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deavor  to  ascertain  whether  or  not  these  efforts  could  be 
better  coordinated  at  a  savings  of  money  to  the  city. 

The  administrative  analysts  who  have  been  conducting 
the  studies  above  cited  were  appointed  the  latter  part  of 
the  year  to  implement  a  new  planning,  evaluation,  and 
analysis  section  which  will  investigate  existing  city  pro- 
grams or  activities  and  recommend  expansions,  curtail- 
ments, or  modifications  of  city  services.  It  is  our  aim  to 
expand  these  activities,  as  it  has  been  found  that  we  have 
been  relying  upon  outside  agencies  for  too  many  years  to 
direct  our  attention  to  certain  flaws  or  faults  in  our  ad- 
ministrative policies  and  procedures,  which,  in  a  mu- 
nicipality as  large  as  Boston,  are  bound  to  occur  when 
certain  officials  and  employees  adopt  an  apathetic  or 
quiescent  attitude  regarding  changes  or  recommenda- 
tions in  improving  everyday  activities,  which,  in  their 
opinion,  may  upset  tradition  and  past  practices. 

In  this  era  of  progress  and  development  in  many  fields 
of  endeavor,  it  is  not  our  intent  to  remain  dormant,  to  be 
satisfied  with  present  and  past  performance  or  to  refrain 
from  entertaining  new  ideas  and  other  innovations  that 
will  contribute  to  the  life  and  vivacity  of  municipal 
administration. 

BUDGET  DIVISION 

The  Budget  Division  is  responsible  for  the  preparation 
of  the  annual  and  all  supplementary  budgets  as  well  as 
all  subsequent  revisions  of  items  in  any  budgets. 

The  budget  analysts,  under  the  direction  of  the  Super- 
visor of  Budgets,  have  analyzed  all  departmental  budget 
requests  during  the  year,  endeavoring  at  all  times  to 
reduce  expenditures  without  curtailing  services. 

Analysts  have  worked  with  private  consultants,  or 
individually,  conducting  surveys  of  various  types  with  a 
view  to  reducing  costs  of  present  operations  and  improv- 
ing efficiency  in  performance.  The  division  assisted  the 
Roxbury  Court  in  the  installation  and  implementation 
of  a  data  processing  system  designed  to  process  parking 
tickets  and  summonses  quickly  and  accurately. 

Another  important  phase  of  the  division's  work  is  the 
constant  surveillance  of  expenditures  of  appropriations 
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that  have  been  approved  by  your  Honor  and  the  City 
Council,  not  only  to  control  but  to  determine  whether  the 
monies  being  dispersed  are  for  the  purposes  for  which 
they  were  appropriated. 

During  1969  several  studies  were  completed,  among 
them  being  "The  Cost  of  Boston's  Data  Processing  Sys- 
tems Operations,"  a  breakdown  of  the  personnel,  supplies, 
and  equipment  being  used  by  the  city's  various  depart- 
ments, and  "An  Analysis  of  Boston's  1969  Revenues  and 
Expenditures,"  which  provided  the  frame  of  reference 
needed  to  evaluate  the  city  and  county  budgets. 

Also  during  1969  the  Budget  Supervisor  supervised  a 
task  force — "Operation  Prompt  Pay."  This  task  force 
assisted  the  Auditing  Department  in  the  payment  of  over 
1,500  past  due  invoices. 

One  of  the  most  important  functions  of  local  or  national 
government  is  the  budgeting  of  the  taxpayer's  money 
so  as  to  comply  with  his  wishes  in  the  rendering  of  essen- 
tial services.  We  have  made  definite  progress  in  improv- 
ing our  present  operations,  but  there  is  much  to  be  done, 
as  is  the  case  in  all  governmental  enterprises  of  the 
magnitude  of  a  municipal  operation  similar  to  that  of 
Boston. 

We  believe  that  as  a  result  of  our  constant  studies  and 
efforts  in  the  field  of  budgeting  the  elimination  of  all  un- 
necessary expenditures  has  become  self-evident. 

PERSONNEL  DIVISION 

In  1969  collective  bargaining  contracts  were  negotiated 
with  the  various  unions  representing  city  and  Suffolk 
County  employees.  Substantial  pay  increases  were 
negotiated  in  almost  all  cases,  making  the  City  of  Boston 
competitive  with  other  major  employers  in  New  England. 
Deferred  increases  to  be  received  in  subsequent  years  were 
also  negotiated  in  most  cases.  A  period  of  relative  sta- 
bility should  exist  in  labor  relations  for  the  next  year, 
with  most  city  employees  under  contract. 

In  contracts  consummated  with  the  unions  represent- 
ing the  bulk  of  blue-  and  white-collar  city  employees, 
certain  high  level  employees  were  excluded  from  further 
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union  activity  and  were  designated  as  "management.  " 
These  employees,  previously  excluded  from  bargaining 
units  because  they  were  in  appointive  positions,  comprise 
a  new  management  grouping.  The  services  of  a  consultant 
have  been  obtained  to  propose  a  compensation  and  de- 
velopment plan  for  this  group.  Such  a  plan,  although 
not  unusual  in  private  employment,  should  be  the  first 
in  municipal  employment  in  the  United  States,  and  may 
well  be  a  model  for  other  cities  to  follow. 

Further  studies  of  job  evaluation  systems  were  made, 
and  it  is  expected  that  a  choice  of  systems  will  be  made 
and  the  system  will  be  installed  in  1970.  The  need  for  a 
departure  from  the  present  "ranking"  method  of  job 
evaluation  to  a  more  sophisticated  system  is  recognized 
and  is  felt  by  the  rank  and  file  employee  who  does  not 
have  full  confidence  in  the  present  method.  The  new 
system  will: 

1.  Provide  a  more  precise  method  of  evaluation. 

2.  Assure  consideration  of  all  job  factors  in  arriving 
at  compensation  levels. 

3.  Assure  that  proper  weighting  will  be  given  to 
each  factor. 

4.  Provide  a  record  of  the  weighting  given  each 
factor  and  the  reason  for  that  weighting. 

5.  Provide  a  means  for  internal  comparison  with  a 
view  towards  elimination  of  inequities. 

6.  Provide  for  external  comparisons  to  assure  the 
city  that  it  is  competitive  in  its  pay  policies. 

7.  Be  understood  by  employees  and  supervisors  in 
the  departments,  but,  more  importantly,  will  merit  the 
confidence  of  these  people. 

8.  Delineate  and  identify  job  factors  so  that  all 
information  needed  for  job  evaluation  will  be  included 
in  job  descriptions. 

9.  Provide  an  additional  management  tool. 

The  staff  of  the  Personnel  Division  was  increased  to 
thirteen  as  of  December  31,  1969.  The  increase  is  in  the 
Classification  and  Compensation  Division,  bringing  to 
four  the  number  of  analysts  in  this  expanding  area. 


Administrative  Services  Department  37 

Our  Polaroid  Identification  System  was  used  to  sup- 
plement similar  equipment  used  by  the  MBTA  for 
senior  citizens'  reduced-fare  passes.  An  emergency  de- 
veloped because  of  an  underestimation  of  the  demand  for 
the  passes  when  they  were  first  made  available  in  mid- 
summer. The  camera  and  equipment,  operated  by  a 
Personnel  Division  employee,  supplied  over  7,000  passes 
within  two  weeks  to  bring  a  critical  situation  under  con- 
trol. 

A  personnel  study  of  the  Boston  Retirement  Board 
was  completed  by  Personnel  Division  analysts  early  in 
1969.  All  positions  were  audited,  and  revised  job  de- 
scriptions were  written  for  some  personnel.  Other 
modifications  of  the  personnel  structure  of  the  depart- 
ment were  suggested.  It  is  hoped  that  this  survey  may 
provide  a  model  for  further  assistance  to  departments  by 
the  Personnel  Division. 

Health  Benefit  and  Insurance  Unit 

Although  we  had  no  basic  changes  in  our  program  of 
benefits  either  for  health  or  life  insurance  in  1969,  this 
unit  has  been  kept  busy  with  the  daily  routine  of  process- 
ing claims,  activating  new  enrollments,  reviewing  various 
hospital  and  medical  claims,  and  conducting  studies  that 
may  result  in  an  expansion  of  our  activities  in  the  near 
future. 

Following  a  moratorium  of  six  months  for  payments  of 
premiums  by  employees  on  their  optional  insurance,  pay- 
roll clerks  started  again  in  May  to  deduct  for  this  type  of 
protection  being  purchased  by  many  of  our  employees. 

In  1969  we  received  a  substantial  dividend  from  Blue 
Cross-Blue  Shield  and  Boston  Mutual  Life  Insurance 
Company,  based  on  1968  claims  against  premiums,  and 
hope  in  1970  to  once  again  distribute  this  to  members  in 
this  very  fine  program. 

Specifications  were  written  and  supplied  to  health  in- 
surance carriers  in  order  that  they  might  submit  bids  for  a 
health  insurance  contract  for  city  and  county  employees 
for  1970.  Blue  Cross-Blue  Shield  was  the  only  bidder  and, 
as  a  result,  will  insure  city  and  county  employees  for  an- 
other year. 
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In  spite  of  a  substantial  increase  in  employees'  indi- 
vidual and  family  costs,  we  were  able  to  hold  the  increase 
to  our  "student"  (sons  and  daughters  of  employees) 
group  to  a  minimum. 

As  a  result  of  discussions  between  this  unit,  Blue  Cross- 
Blue  Shield  and  Boston  Mutual  Life  Insurance  Company, 
instead  of  a  booklet  explaining  the  benefits  of  the  pro- 
gram, we  will  be  issuing  "Kits,"  which  we  feel  will  be  more 
helpful  in  having  the  employee  understand  his  benefits, 
and  which  will  include  claim  forms  for  "Extended  Bene- 
fits" (a  very  important  benefit  in  our  contract),  and  a 
sample  of  how  to  fill  out  the  claim  forms. 

Since  the  inauguration  of  this  plan  some  seven  years 
ago,  the  amount  of  benefits  paid  by  Blue  Cross-Blue 
Shield  on  behalf  of  city  and  county  employees  and  their 
families  totaled  approximately  $16,000,000.  It  is  very 
apparent  that,  if  this  type  of  protection  were  not  avail- 
able, medical  and  hospital  costs  would  have  been  an  ex- 
treme hardship  in  many  cases  and  prohibitive  in  others. 

PURCHASING  DIVISION 

In  1968  Mr.  Robert  T.  Kenney,  then  Purchasing 
Agent,  recommended  a  program  to  professionalize  the 
Purchasing  Division.  During  1969  the  division  has  ini- 
tiated procedures  to  implement  the  recommendations, 
some  of  which  have  been  fully  implemented  and  others 
only  partially.  Because  of  archaic  laws  and  statutes  per- 
taining to  purchasing,  the  Purchasing  Division  is  at  a 
distinct  disadvantage  in  the  modern-day  purchasing 
world.  International  and  national  corporations  are  re- 
luctant to  service  the  city  when  the  cost  of  processing 
contracts,  bonds,  and  orders  eats  up  their  normal  profits. 
Bidders,  therefore,  add  cost  of  contracts,  bonding,  and 
other  paper  work,  not  found  in  normal  business  practices, 
to  their  prices. 

The  Mayor's  Home  Rules  Committee  has  proposed 
legislation  to  change  certain  laws  and  statutes  which,  if 
adopted,  will  result  in  savings  to  the  city  in  both  time 
and  money  by  modernizing  procedures. 

A  continuing  search  for  companies  willing  to  sell  to  the 
city  is  carried  on.    Once  vendors  were  in  sharp  competi- 
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tion  for  city  business.  Now  larger  profits  and  quicker 
dollar  turnover  elsewhere  keeps  the  city  well  down  on 
their  "accounts  we  would  like  to  have"  list. 

Although  an  effort  has  been  made  to  continue  the 
specifications  program  initiated  in  1968,  lack  of  personnel 
has  delayed  any  substantial  program.  A  complete 
change  in  the  modern  concept  of  teaching  equipment,  as 
well  as  school  and  library  furniture  and  furnishings,  has 
required  new  specifications  for  all  items. 

A  forceful  building  and  building  rehabilitation  program 
being  carried  on  by  the  Public  Facilities  Department 
and  the  advent  of  new  departments,  such  as  Model  Cities, 
have  substantially  added  to  the  Purchasing  Division's 
work  load. 

Although  we  have  initiated  formal  testing  and  inspec- 
tion procedures,  the  lack  of  adequate  personnel  and  fund- 
ing has  necessarily  kept  this  at  a  minimum,  but  it  will  be 
expanded  in  the  future.  Some  progress  has  been  made  in 
the  value  analysis  field.  This  can  be  greatly  extended 
with  the  cooperation  of  all  requisitioning  departments 
and  by  establishing  a  standards  section.  Further  co- 
operation of  all  departments  by  immediately  submitting 
requisitions  for  all  items  of  equipment  for  which  funds 
have  been  approved  would  enable  a  value  analysis  co- 
ordinator working  in  conjunction  with  a  standards  and 
specifications  section  to  set  up  guide  lines  for  large  quan- 
tity purchases  of  standard  equipment  of  adequate  quality 
for  its  use. 

Of  the  fourteen  suggested  improvements  covering  de- 
tailed purchasing  procedures,  nine  have  been  fully  or 
partially  adopted.  The  full  effect  of  the  changes  and 
improvements  made  during  this  period  will  not  be  felt 
for  several  months. 

With  the  moving  of  city  departments  continuing  into 
1969,  the  problem  of  surplus  property  disposal  was  very 
real.  All  types  of  furniture  which  was  in  any  way  usable 
were  distributed  throughout  the  city  to  fire  houses,  police 
stations,  courts,  schools,  and  even  into  the  New  City 
Hall.  Some  of  the  desks  replaced  had  been  in  use  for  over 
fifty  years.  Approximately  5,000  units  of  furniture  were 
transferred  to  the  various  departments.  At  the  same  time 
the  normal  routine  disposal  of  other  surplus  items,  in- 
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eluding  junk,  was  being  carried  on.  Visits  to  various  de- 
partments were  made  to  inspect  items  to  ascertain  condi- 
tion, market  value,  and  possible  usage  by  other  depart- 
ments. 

A  program  for  the  disposal  of  surplus  automotive  equip- 
ment by  auction,  instead  of  trade-in,  has  been  proposed 
by  the  Surplus  Property  Unit.  This  proposal  is  being 
researched  with  the  cooperation  of  the  city  coordinator 
of  motor  vehicles.  Some  resistance  is  being  encountered 
here,  since  the  monies  from  auction  go  into  the  general 
fund,  whereas  trade-ins  are  credited  to  the  department 
budget.  This  would  leave  a  department  like  Police,  with 
a  $70,000  projected  trade-in  value,  short  that  amount  in 
their  budget.  If  auctions  prove  feasible,  additional  funds 
could  be  allowed  in  each  departmental  budget  to  com- 
pensate for  the  amounts  lost  due  to  auctioning. 

The  following  is  a  record  of  the  work  performed  by  the 
Office  Machine  Repair  Unit  of  the  Purchasing  Division 
during  1969: 

1,800  manual  typewriters  repaired  on  call 

102  manual  typewriters  overhauled 

1,132  manual  typewriters  inspected 

168  adding  machines  repaired 

543  adding  machines  overhauled 

4  calculators  repaired 

7  time  stamp  machines  repaired 

2  A.B.D.  mimeographs  repaired 

1  Ditto  repaired 

43  I.B.M.  and  Royal  electric  typewriters  repaired 

This  unit  accomplished  the  above  work  at  a  cost  to 
the  city  of  approximately  $18,000  in  personnel.  By 
using  parts  from  inoperable  machines  the  cost  of  all  parts 
was  kept  under  $2,000.  The  same  amount  and  type  of 
work  done  by  outside  labor  would  have  exceeded  $35,000. 

During  1969  the  Purchasing  Division  processed  13,000 
requisitions,  issued  over  20,000  purchase  orders,  publicly 
advertised  400  proposals,  and  entered  into  more  than  600 
contracts  ranging  from  $2,000  to  $200,000.  Approxi- 
mately $15,000,000  was  expended  at  a  total  operating 
cost  of  less  than  2  percent,  including  the  costs  of  the 
Surplus  Property  Unit  and  the  Office  Machine  Repair 
Unit. 
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It  is  strongly  recommended  that  a  reorganization  of  the 
Purchasing  Division,  somewhat  similar  to  that  advocated 
by  Mr.  Kenney,  be  carried  out.  A  properly  staffed, 
knowledgeable,  efficient  Purchasing  Division  can  add 
more  power  to  the  taxpayer's  dollar. 

Printing  Section 

The  Printing  Section  supplies  all  printing,  binding, 
stationery,  and  office  supplies  used  by  city  departments. 

Despite  the  rising  salary  costs  the  Printing  Section  has, 
through  a  planned  attrition  program,  managed  to  reduce 
expenditures  for  personal  services  by  more  than  5  percent. 
The  recently  instituted  program  for  replacing  outmoded 
and  obsolete  machinery  continues  to  show  good  results. 
This  program,  coupled  with  the  rental  of  an  IBM  com- 
posing system,  has  shown  a  savings  of  approximately 
15  percent  in  contractual  services. 

Approximately  $773,565  was  expended  for  1969.  This 
was  $34,000  less  than  the  previous  year  and  the  lowest 
amount  expended  in  over  twelve  years.  More  efficient 
use  of  more  efficient  equipment  is  apparently  part  of  the 
answer  to  rising  costs. 

The  Purchasing  Division  will  continue  to  operate  the 
Printing  Section  on  its  present  planned  program,  making 
periodic  appraisals  and  recommending  any  changes  or 
improvements. 

ART  COMMISSION 

The  activities  of  this  commission  have  been  largely 
concerned  this  year  with  advising  on  the  selection  for 
sculptures  suitable  for  embellishing  the  new  surroundings 
at  City  Hall  Plaza.  Chryssa,  a  Greek  sculptress,  was 
chosen  for  the  ornament  to  the  new  garage,  but  when 
she  had  to  be  replaced  because  of  her  unexplained  disap- 
pearance, the  Commission  met  again  to  find  another. 
Beverly  Pepper  was  the  sculptor. 

Work  has  been  carried  over  from  the  winter  before 
on  the  equestrian  statue  of  George  Washington,  as  frost 
had  done  considerable  damage  to  the  stone  work  of  the 
pedestal  which  had  to  be  repaired  for  fear  of  further 
damage.     A  sword  is  still  lacking,  but  has  priority  for 
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this  year.  At  this  moment  vandalism  of  the  statue  in 
the  form  of  red  paint  applied  to  the  General's  tricorn 
hat  is  to  be  repaired. 

Boston  has  always  enjoyed  a  high  standard  among  the 
large  cities  of  the  country  and  the  world  in  its  apprecia- 
tion of  the  arts,  and  it  is  comforting  to  know  that  per- 
sonages of  high  caliber  in  this  particular  field  have  been 
selected  to  take  charge  of  this  important  function  of 
government. 

The  members  of  the  commission  include  the  following : 

Nelson  W.  Aldrich,  Chairman,  nominee  of  the  Mas- 
sachusetts Institute  of  Technology,  term  expiring 
May  1,  1974. 

William  B.  Osgood,  nominee  of  the  Trustees  of  the 
Boston  Public  Library,  term  expiring  May  1,  1970. 

Margaret  Fitzhugh  Browne,  nominee  of  the  Copley 
Society  of  Boston,  term  expiring  May  1,  1972. 

Stephen  D.  Paine,  nominee  of  the  Museum  of  Fine 
Arts,  term  expiring  May  1,  1973. 

Marvin  Goody,  nominee  of  the  Boston  Society  of 
Architects,  term  expiring  May  1,  1970. 

David  McKibbon,  10J  Beacon  Street,  Boston,  em- 
ployed as  a  clerk  on  a  part-time  basis. 

CONCLUSION 

As  members  of  the  Administrative  Services  Board,  we 
believe  we  have  been  serving  a  useful  purpose  in  that  our 
membership  not  only  includes  the  chief  finance  officers  of 
the  city  but  maintains  a  close  liaison  between  and  among 
the  departments  or  agencies  responsible  for  the  evaluation 
of  real  and  personal  property,  the  disbursement  of  funds 
and  collection  of  revenues,  the  purchasing  of  supplies  and 
equipment,  personnel  and  budget  management,  and  the 
auditing  of  receipts  and  expenditures.  All  these  functions 
are  interrelated  and,  although  the  Chairman-Director  has 
full  jurisdiction  and  authority  in  the  administration  and 
supervision  of  Administrative  Services  Department  opera- 
tions under  the  provisions  of  the  City  Charter  which 
supersedes  the  City  Ordinance,  he  nevertheless  has  an 
additional  tool,  in  the  form  of  a  Board,  to  guide  and 
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assist  him  in  the  making  of  important  decisions  whenever 
he  believes  it  necessary  or  advisable. 

As  the  majority  of  members  have  not  seen  or  read  the 
recommendations  of  the  Boston  Home  Rule  Commission 
to  which  we  made  reference  in  our  1968  annual  report 
concerning  the  reorganization  of  various  departments,  we 
nevertheless  feel  that  it  is  important  that  the  Board  be 
given  an  opportunity  to  review  and  study  the  recom- 
mendations made  in  order  that  we  may  evaluate  and 
analyze  the  same  prior  to  final  enactment.  Whether  or 
not  we  may  contribute  to  recommendations  already  made 
is  a  moot  question,  but  we  believe,  however,  that  our  ex- 
periences to  the  present  qualify  us  to  make  intelligent  and 
fair  judgments  on  the  merits  of  the  overall  reorganiza- 
tion plan. 

We  are  hopeful  that  our  past  two  years  of  operations 
under  your  leadership  were  both  helpful  and  satisfactory 
and  we  trust  that  proposed  plans,  presently  in  the  pre- 
liminary stages,  will  result  in  Boston's  regaining  the 
enviable  position  she  held  for  over  three  centuries  as  one 
of  the  most  progressive  and  advanced  municipalities  in 
the  world. 

Respectfully  submitted, 
Edward  T.  Sullivan,  Chairman, 

Director  of  Administrative  Services 
Richard  E.  Wall, 

Deputy  Director  for  Fiscal  Affairs, 
Theodore  V.  Anzalone, 

Commissioner  of  Assessing, 
Kevin  P.  Feeley, 
Purchasing  Agent, 
John  F.  FitzPatrick, 

City  Auditor, 
Duncan  T.  Foley, 

Supervisor  of  Personnel, 
James  B.  Goldrick, 

Acting  Supervisor  of  Budgets, 
Edmund  W.  Holmes, 
Collector-  Treasurer. 
Lawrence  W.  Costello, 
Executive  Secretary. 
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January  5,  1970. 
Hon.  Kevin  H.  White, 

Mayor  of  Boston. 
Dear  Mr.  Mayor: 

In  accordance  with  the  provisions  of  chapter  3,  section 
25,  of  the  Revised  Ordinances  of  1961,  we  are  pleased  to 
submit  herewith  the  sixteenth  annual  report  of  the  Public 
Safety  Commission  for  the  year  commencing  January  1, 
1969,  and  ending  December  31,  1969. 

The  chief  function  of  this  commission  under  the  provi- 
sions of  chapter  203,  Acts  of  1959,  as  amended  by  chapter 
194,  Acts  of  1961,  is  to  coordinate  the  work  of  all  depart- 
ments concerned  with  public  safety,  to  the  end  that 
there  may  be  efficient  and  concerted  action  by  said  de- 
partments, particularly  in  times  of  emergency  and/or 
disaster.  Under  the  provisions  of  chapter  4,  section  9,  of 
the  Revised  Ordinances  of  1961,  this  commission  is  an 
integral  part  of  the  Administrative  Services  Depart- 
ment. 

The  members  of  this  commission,  including  the  execu- 
tive secretary  to  this  commission,  serve  without  com- 
pensation and  without  an  appropriation  of  any  character, 
thereby  obviating  the  necessity  of  submitting  a  financial 
statement  covering  expenditures. 

In  accordance  with  statutory  requirements,  regular 
meetings  were  held  monthly  during  the  year  1969  in  the 
Conference  Room,  Room  606,  City  Hall,  on  the  following 
dates : 

January  15  July  16 

February  12  August  13 

March  12  September  17 

April  16  October  15 

May  14  November  19 

June  18  December  17 

Although  the  Committee  on  Licenses  is  a  subcom- 
mittee of  the  Public  Safety  Commission,  its  functions  and 
operations  are  carried  on  within  the  Building  Depart- 
ment, in  accordance  with  the  provisions  of  section  2, 
chapter  203,  of  the  Acts  of  1959,  and  a  report  on  its  ac- 
tivities for  the  year  will  be  contained  in  the  annual  report 
of  the  Building  Department. 
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There  were  no  changes  in  Board  membership  during 
the  course  of  the  year. 

As  the  responsibilities  of  this  commission  are  more  or 
less  limited  to  coordinating  the  functions  of  the  various 
public  safety  agencies  within  the  city  government,  and 
the  commission  is  not  vested  with  enforcement  authority 
in  any  of  the  areas  associated  with  public  safety,  we 
nevertheless  review  and  recommend  for  study  and  con- 
sideration all  matters  directed  to  our  attention  that 
apply  to  the  health  and  safety  of  our  community. 

During  the  past  year  the  following  major  subjects  were 
discussed  and  considered,  resulting,  in  certain  instances, 
in  definite  action  being  taken;  in  other  cases,  plans  for 
inaugurating  new  or  improving  present  functions  have 
not  as  yet  been  finalized. 

1.  Improvements    in    our    Emergency    Operating 
Center. 

2.  Expansion  of  our  Employee  Safety  Programs. 

3.  Evacuation  and  fire  drill  plans  for  City  Hall. 

4.  Expansion  of  first-aid  facilities  in  City  Hall. 

5.  Air  pollution. 

Emergency  Operating  Center 

We  have  finally  located  in  a  more  central  area  and  with 
more  modern  equipment  than  has  been  the  case  in  the 
past.  Previous  operations  were  designated  under  several 
names  during  the  past  decade,  such  as  "Snow  Center," 
"Snow  Operating  Table,"  "Emergency  Communications 
Center,"  "Operation  Deep  Freeze,"  and  "Disaster  Relief 
Center." 

Prior  to  your  designating  the  Boston  Civil  Defense 
Department  as  the  responsible  agency  for  overall  emer- 
gency operations,  temporary  plans  had  been  in  effect 
and  proved  themselves  capable  of  handling  several 
emergency  situations  over  the  various  periods  in  which 
they  were  in  existence.  However,  many  of  the  difficulties 
of  the  past  in  meeting  at  specific  locations  at  specific 
times  have  been  overcome  by  the  establishment  of  the 
new  center  within  the  confines  of  the  New  City  Hall. 
A  standard  operating  procedure,  including  a  personnel 
alerting  plan,   were   established  by   the   Civil  Defense 
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Department,  and,  on  the  few  occasions  it  was  necessary 
to  function,  the  results  were  most  encouraging  and  edify- 
ing to  those  involved. 

Five  operational  levels  of  emergency  situations  were 
instituted,  to  wit: 

Operational  Level  No.  1 — Highest  state  of  readiness; 
attack  or  major  disaster  is  imminent,  requiring  full 
operational  capability  in  operating  positions. 

Operational  Level  No.  2 — Situation  has  deteriorated 
further,  or  definite  possibility  of  a  major  disaster  exists, 
requiring  further  increase  in  readiness  and  public  notifica- 
tion to  insure  preparedness. 

Operational  Level  No.  3 — Situation  is  worsening,  or 
threat  of  a  major  disaster  has  increased;  discreet  action 
is  taken  to  increase  readiness. 

Operational  Level  No.  4 — Increase  intelligence  watch, 
based  on  information  received  indicating  significant 
change  in  normal  pattern  of  world  situation,  weather 
conditions,  or  other  portents  of  a  major  disaster. 

Operational  Level  No.  5 — Normal  day-to-day  opera- 
tions. 
Personnel  Alerting  Procedure 

1.  The  Director  of  the  Boston  Civil  Defense  Depart- 
ment (alternate,  Deputy  Director),  should  he  receive 
the  emergency  alarm  first,  will  notify : 

a.  The  Mayor  of  Boston 

b.  The  Deputy  Mayor 

c.  The  Deputy  Civil  Defense  Director 

d.  Civil  Defense  Administration  Officer 

e.  Area  One  Director 

2.  The  Civil  Defense  Deputy  Director  (alternate,  Civil 
Defense  Administration  Officer)  will  notify: 

a.  Information  Officer 

b.  Shelter  Officer 

c.  Property  Officer 

d.  Radef  Officer 

e.  Operations  Officer 
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3.  Civil    Defense    Administration    Officer    (alternate, 
Information  Officer)  will  notify : 

a.  Planning  Officer 

b.  Assistant  Radef  Officer 

c.  Maintenance  Man 

d.  Races  Officer 

4.  Civil  Defense  Information  Officer  (alternate,  Opera- 
tions Officer)  will  notify : 

a.  Boston  Police  Department  representative 

b.  Public  Works  Department  representative 

c.  Fire  Department  representative 

d.  Traffic  Department  representative 

e.  Health  and  Hospitals  Department  representative 

f.  Parks  and  Recreation  Department  representative 

g.  School  Department  representative 
h.     MBTA  representative 

5.  Shelter    Officer    (alternate,    Planning    Officer)    will 
notify : 

a.  Red  Cross  representative 

b.  MDC  Police  representative 

c.  Boston  Gas  Company  representative 

d.  Boston  Edison  Company  representative 

e.  New  England  Telephone  &  Telegraph  Company 
representative 

f.  United  States  Coast  Guard  representative 

g.  State  Welfare  representative 

h.    Adjutant-General's  Office  representative 

The  Civil  Defense  Director,  under  your  direction,  is 
now  the  overall  authority  for  the  Emergency  Operating 
Center  and  its  emergency  communications  operations. 
Personnel  assigned  to  the  Civil  Defense  Operating  Center 
will  be  responsible  for  notifying  respective  agencies  and 
personnel  in  the  event  of  an  emergency  or  operational 
alert. 
Duty  Hours  During  Emergency  Operations 

1.  Standard  alert  or  emergency  shifts  of  duty  are 
from  8  a.m.  to  8  p.m.  and  from  8  p.m.  to  8  a.m.  Excep- 
tions to  this  schedule  are  when  a  twelve-hour  shift 
might  be  an  undue  hardship. 
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2.  During  normal  working  hours,  with  advanced 
notification,  the  senior  service  officer  for  each  depart- 
ment will  inform  his  assigned  personnel  of  their  sched- 
uled duty  hours  and  arrange  for  24-hour  operations. 

3.  During  normal  working  hours,  without  advance 
notification,  the  senior  service  officer  for  each  depart- 
ment will  immediately  arrange  for  24-hour  operations: 
those  individuals  who  are  not  immediately  required 
will  be  relieved  from  duty  and  scheduled  to  report  at 
designated  times  to  support  continuous  operations. 

4.  During  off-duty  hours,  without  advanced  noti- 
fication, the  Director  of  Civil  Defense  would  normally 
receive  the  alarm  (from  Boston  Police  in  accordance 
with  their  disaster  procedure  plan);  at  this  time, 
depending  upon  the  situation,  key  personnel  and  other 
personnel  as  required  will  be  alerted  for  necessary 
action. 

It  was  considered  advisable  to  include  in  our  annual 
report  these  Standard  Operating  Procedures  and  Person- 
nel Alerting  Plan  of  the  EOC  for  the  reason  that  distribu- 
tion of  these  documents  has  been  limited  more  or  less  to 
the  parties  involved,  and  the  incorporating  of  this  in- 
formation herein  should  result  in  acquainting  more  in- 
dividuals within  and  outside  of  the  city  government  with 
our  overall  plan. 

Expansion   of  Employee   Safety  Programs 

This  subject  requires  only  brief  comment  here  as  it  is 
covered  more  thoroughly  in  the  first  section  of  this  report 
under  the  In-Service  Training  Unit  of  the  Administrative 
Services  Department.  Although  not  connected  directly 
with  public  safety,  many  of  the  techniques  applied  to 
employee  safety  have  been  in  effect  in  several  areas  of  the 
safety  field,  more  especially  in  industrial  and  commercial 
enterprises  throughout  the  country.  We  have  reviewed 
the  procedures  and  plans  inaugurated  to  expand  our  em- 
ployee safety  program  with  a  view  to  making  employees 
more  safety-conscious.  We  believe  that  the  effects  of  the 
various  programs  will  show  beneficial  results  not  only  in 
the  areas  of  injuries  and  deaths  but  in  substantial  savings 
in  workmen's  compensation  payments  and  sick  leave 
costs  which  have  been  rising  rapidly  during  the  past 
decade. 
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Evacuation  and  Fire  Drill  Plans  for  City  Hall 

Since  many  departments  had  not  become  completely 
settled  in  their  various  locations  throughout  the  New  City 
Hall  until  late  spring  or  early  summer,  the  formulation 
of  plans  for  evacuation  and  fire  drills  was  delayed  of 
necessity  until  the  latter  part  of  the  summer  and  early 
fall.  At  this  time  the  Fire  Department  designated  a 
representative  to  work  with  the  Assistant  Commissioner 
of  Real  Property  in  drawing  up  plans,  rules,  and  regula- 
tions for  evacuation  of  the  building  in  an  orderly  manner 
in  the  event  of  a  fire  or  any  other  emergency.  These 
plans,  including  regulations,  have  been  printed  and  should 
be  ready  for  distribution  at  an  early  date.  Wardens  or 
representatives  of  each  department  located  in  the  new 
building  have  been  selected,  and  the  majority  of  this 
group  has  taken  courses  in  fire  prevention  and  evacuation 
techniques  at  the  Boston  Fire  Academy.  We  should  be 
in  a  position  to  hold  our  first  fire  drill  during  the  latter 
part  of  April  or  the  first  of  May,  at  which  time  the 
weather  should  be  more  seasonable  for  the  initial  tryout. 

In  addition  to  the  traffic  patterns  that  have  been  drawn 
up  for  evacuation,  it  was  also  necessary  to  consider  the 
installation  of  many  directional  signs,  fire  alarm  boxes, 
and  extinguishers  in  accessible  and  strategic  areas 
throughout  the  building.  The  greater  portion  of  this 
work  has  been  completed,  and,  after  we  have  had  an 
opportunity  to  observe  and  participate  in  our  first  fire 
drill,  we  are  quite  certain  that  you  will  be  completely 
satisfied  with  the  results  of  our  efforts  during  the  past 
year. 

Expansion  of  First-Aid  Facilities  in  City  Hall 

At  your  request,  a  new  and  improved  first-aid  facility 
was  established  in  Room  809,  City  Hall,  in  the  latter  part 
of  August.  This  new  facility  encompasses  the  following 
features : 

1.  A  direct  telephone  line  to  the  facility — Ext.  123. 

2.  Direct  telephone  lines  to  the  Hospital  and  Police 
Departments. 

3.  An  additional  registered  nurse  has  been  engaged 
to  ensure  the  availability  of  one  versed  in  the  medical 
profession  during  working  hours  at  all  times. 


52  City  Document  No.  2 

4.  Necessary    medical    equipment    and    supplies, 
lacking  prior  to  this  time,  have  been  acquired. 

5.  Directional  signs  to  the  facility  were  erected  to 
accelerate  access  and  travel  to  the  first-aid  room. 
Expansion  of  our  first-aid  facilities  has  been  long  over- 
due, and  your  recommendation  for  expanding  and  im- 
proving this  all-important  function  was  a  giant  step  in 
alleviating  a  situation  that  has  caused  some  concern 
among  employees  over  a  long  period  of  time. 

Air  Pollution 

Your  establishment  of  an  Air  Pollution  Control  Com- 
mission and  the  establishment  of  a  city-wide  regulation 
that  will  reduce  the  sulphur  content  in  fuels  burned  within 
the  city  were  two  of  the  more  important  contributions 
you  have  made  to  the  health  and  safety  of  the  populace. 

For  your  information,  studies  were  made  by  this  com- 
mission some  eight  or  nine  years  ago  as  a  result  of  com- 
plaints registered  against  open  dump  fires,  more  espe- 
cially along  the  South  Bay  or  Fort  Point  Channel,  and 
the  auto-burning  locations  along  the  Southeast  Express- 
way in  Roxbury  and  Dorchester. 

It  is  interesting  to  note  that  at  that  time  the  commis- 
sion was  very  optimistic  in  the  hopes  that  the  federal  and 
state  governments  would  appropriate  the  necessary 
funds  to  meet  the  problem,  and  it  was  recommended  that 
if  the  federal  and  state  agencies  found  it  impossible  to 
cope  satisfactorily  with  the  situation  it  was  the  duty  and 
obligation  of  this  commission  to  make  definite  recom- 
mendations for  the  establishment  of  a  municipal  pollu- 
tion control  agency,  possibly  under  the  jurisdiction  of  the 
then  Health  Commissioner. 

Your  action  in  initiating  an  Air  Pollution  Commission 
at  this  time  should  serve  as  an  incentive  to  the  residents 
of  Boston  in  realizing  the  hazards  pertinent  to  the  unclean 
air  which  is  creating  a  serious  problem  in  many  of  our 
large  cities  and  which  will  become  more  serious  in  the 
immediate  future  unless  drastic  action  is  taken  by  federal, 
state,  and  local  officials,  with  the  full  cooperation  of  the 
automobile  industry  and  other  industries  whose  products 
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or  facilities  when  in  use  permeate  the  atmosphere  with 
smoke,  fumes,  ash,  and  other  pollutants  detrimental 
to  the  health  and  safety  of  the  people. 

We  have  a  long  road  to  travel  to  bring  about  a  complete 
solution  to  the  problem,  but  each  step  taken  in  the  right 
direction  should  minimize  the  possibility  of  more  serious 
trouble  in  the  future. 

The  results  of  studies  made  by  this  commission  in  1961 
indicated  that  the  most  elaborate  setup  of  a  local  air 
pollution  control  agency  was  in  Los  Angeles.  The  local 
county  agency  was  established  in  1947  to  carry  out  a 
comprehensive,  regulatory  enforcement  and  research 
program.  It  forbids  the  installation  of  pollution-produc- 
ing equipment  without  a  permit  and  requires  approval  of 
an  official  before  it  is  placed  in  operation.  Trained  in- 
spectors have  authority  to  enter  factories  and  stop  the 
operation  of  equipment  in  violation  of  regulations. 
Mechanical  monitors  automatically  take  air  samples 
from  the  city  day  and  night.  When  pollution  levels  ap- 
proach the  danger  point  an  emergency  warning  system 
goes  into  action.  Key  industrial  plants  are  required  to 
have  emergency  radios  to  receive  shut-down  orders,  and 
the  entire  enforcement  staff  of  the  air  pollution  agency 
as  well  as  the  communications  media  are  alerted  by 
direct  telephone,  teletype,  and  radio  broadcasts.  The 
district  maintains  staff  scientists  to  continue  research, 
which  now  centers  largely  on  the  auto  exhaust  problem 
which  is  most  prevalent  in  this  area.  The  use  of  backyard 
incinerators  was  banned  in  1957,  and  in  1958  a  rule  was 
established  making  mandatory  the  use  of  natural  gas 
instead  of  fuel  oil  for  industrial  combustion  during  periods 
of  intense  air  pollution. 

New  York  City  created  a  Department  of  Air  Pollution 
Control  in  1952  to  make  rules  governing  air  pollution, 
including  requirements  for  the  construction,  alteration, 
and  conversion  of  pollutant-producing  equipment.  The 
city  instituted  a  licensing  system  and  armed  itself  with 
authority  to  shut  down  equipment  operating  without  a 
permit. 

It  should  be  noted  that  both  Los  Angeles  and  New  York 
City  introduced  measures  to  combat  the  air  pollution 
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problem  many  years  ago,  and  yet  we  read  in  the  daily 
papers  that  the  problems  are  still  with  them,  though 
possibly  not  as  serious  as  they  would  have  been  had  they 
failed  to  inaugurate  programs  until  the  present  time. 
Boston  has  taken  the  lead  in  Massachusetts,  and  we  are 
hopeful  that  federal  and/or  state  funds  will  be  available 
and  forthcoming  in  the  near  future  to  develop  more 
scientific  ways  and  means  of  meeting  the  situation  head 
on  not  only  in  Boston  but  throughout  the  Common- 
wealth. 


Miscellaneous 

Several  informal  meetings  were  called  by  the  Chairman 
at  various  times  during  the  year  when  conditions  justified 
a  meeting  of  only  certain  members  of  the  commission  to 
discuss  and /or  resolve  an  issue  that  applied  to  the  opera- 
tions or  functions  of  a  particular  agency  or  agencies  that 
required  immediate  attention.  In  several  cases  the  sub- 
jects explored  during  informal  meetings  were  placed  on 
the  agenda  of  formal  meetings  either  for  the  information  of 
Board  members  or  for  the  purpose  of  further  discussion 
to  stimulate  exchanges  of  ideas  and  suggestions  in  the 
matters  under  consideration.  Submitted  herewith  is  a 
list  of  the  more  important  subjects  of  discussion  in  this 
category : 

1.  A  proposal  by  the  MBTA  to  utilize  materials 
and  equipment  of  the  Public  Works  Department  during 
snow  removal  emergencies  (an  agreement  could  not  be 
reached  in  this  matter  and  is  still  pending  for  further 
exploration). 

2.  Surplus  property  of  the  federal  government — 
procedures  to  be  followed  in  acquiring  specific  items. 

3.  District  emergency  telephone  number  (telephone 
representative  present  at  this  meeting) . 

4.  Hurricane  alerts — snow  storm  preparations — 
anticipated  disturbances  which  did  not  materialize 
to  a  great  extent  due  to  preparedness  and  excellent 
police  work. 
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5.  The  installation  of  fire  pumps  in  high-rise  build- 
ings, especially  in  the  new  structures  to  be  occupied  by 
the  elderly.  This  meeting,  called  by  the  Chairman,  was 
attended  by  the  Building  Commissioner,  Housing 
Authority  representatives,  architects  and  engineers 
for  the  Housing  Authority,  and  fire  and  police  officials. 
As  a  result  of  this  meeting  at  which  the  Building  Com- 
missioner insisted  upon  the  installation  of  fire  pumps 
before  issuing  a  permit,  agreements  were  reached  to 
include  the  installation  of  such  pumps  in  all  present 
and  future  building  plans  for  high-rise  apartment 
buildings. 

The  beginning  of  the  70s  points  up  to  an  interesting 
and  challenging  decade  ahead,  more  especially  in  the  field 
of  ecology,  antipollution  campaigns  both  in  the  air  we 
breathe  and  the  water  we  drink,  which  will  tax  the  brains 
and  energies  of  our  most  learned  scientists  and  most 
knowledgeable  and  experienced  public  safety  officials. 
It  was  not  too  long  ago  when  our  main  objectives  were 
more  or  less  limited  to  snow  removal,  traffic  safety,  fire 
prevention,  antilitter  campaigns,  and  demolition.  Most 
of  these  programs  have  been  improved  through  your 
establishment  of  the  Office  of  Public  Services,  where  com- 
plaints are  now  being  registered  on  a  local  basis  that,  in 
many  instances,  pertain  to  several  public  safety  programs 
presently  in  effect. 

Future  programs  will  be  focused,  in  a  large  measure, 
on  our  environment,  and  not  Boston  alone  but  every 
large  city  throughout  the  country  will  be  interested  in 
and  hopeful  of  initiating  the  most  successful  and  most 
productive  programs.  We  will  be  happy  to  cooperate 
in  every  way  with  your  Air  Pollution  Control  Commis- 
sion in  coordinating  functions  of  the  various  public  safety 
agencies  to  carry  out  suggestions  and  recommendations 
of  said  commission  in  meeting  these  problems,  which  are 
actually  not  new  but  which  have  been  allowed  to  sur- 
round us  for  many  years  without  too  much  thought  being 
given  to  their  future  effects.  Federal,  state,  and  local 
governments  must  work  together  in  designing  and  im- 
plementing a  plan  of  action  that  will  be  substituted  for 
previous  inaction  and  one  that  will  require  manufacturers 
and   industrial  firms   throughout   the   city,   state,    and 
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nation  to  improve  their  methods  of  production  in  a 
manner  that  will  eliminate  to  the  maximum  degree  pos- 
sible the  pollution  of  our  air  and  our  waterways. 

The  health  and  safety  of  our  citizenry  have  been  and 
shall  continue  to  be  our  main  concern,  and  even  though 
our  powers  are  limited  to  coordinating  the  efforts  of  all 
agencies  involved,  we  nevertheless  realize  that  this  is  a 
major  factor  in  securing  successful  results  in  meeting 
the  various  problems  of  safety  and  health  that  have  been 
proliferating  due  to  the  changing  times  and  the  environ- 
ment in  which  we  live  in  this  day  and  age. 

Respectfully  submitted, 

Edward  T.  Sullivan,  Chairman, 

Director  of  Administrative  Services, 
Walter  J.  Cameron, 

Director  of  Civil  Defense, 
Joseph  Casazza,  Commissioner, 

Public  Works  Department, 
Leo  F.  Cusick, 

General  Manager,  MET  A, 
James  H.  Kelly, 

Fire  Commissioner, 
William  R.  McGrath, 

Commissioner  of  Traffic  and  Parking, 
Edmund  L.  McNamara, 

Police  Commissioner, 
William  H.  Ohrenberger, 

Superintendent  of  Schools, 
Andrew  P.  Sackett,  M.D., 

Commissioner  of  Health  and  Hospitals, 
Richard  R.  Thuma,  Jr.,  Commissioner, 

Building  Department. 
Lawrence  W.  Costello, 
Executive  Secretary. 
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